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the (hll’eient \olumes of ttie Po'^t' am! l(-hui<ij)hs Mnintid \\ill 
he found in the Fretace to the Pn<^t^ imd 1 (h gr<iph^ Manvfd, 
T ohime 11. 

The rules contained in this \olume of tlie PosU nnd 
Telegraphs 2laniiul sujjersede all }>re\iou& rules and circulars 
on the subjects herein treated of. 

ThOvSe rules must be carefully re.ul by all officers of the Post 
Office and the Railway ^lail Heicice, as no breach of the rules 
will be excused on the plea of ignoiance. 

The postmasters' pcisonal duties pr^*scribed lu rules 65. 66, 
92, 96, 97. 9S, 99. 103. 113, 114, 115, 116, 125, 136, 140, 145 
and 149 or in any of them may, under +he oixlers of the Post- 
master-Uenmal, be performed by the deputy postmaster, 
assistant postmaster or head clerk in the case of head offices and 
by the depiiiv sub-postmaster, assistant siib-postmaster or head 
clerk in the case of sub-offices. 
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Posts and Telegraphs Manual 

Volume V 

POST OFFICE AND RAILWAY MAIL SERYICE 
GENERAL REGULATIONS 


CHAPTER 1. 

DEFINITIONS. 

1. Postmaster-General. —The expression Fosima$tcT-Genrrdl means 
the Head of a Postal Circle and includes all officers exercising the potrers 
of a Postmaster-General. 

Note.— abbreviation P. If. G, is used for Fostmastcr-GeiieraL 

2, Railway Mall Senrice#—TLe expressiia* Mjuhcaij 2IaiJ Rerrice 
means tlie service wliicli is responsilde for arranfemeiiis for the sorting 
of mails in post offices, mail offices and sectionand for tlie safe nptody 
and correct disposal of mails despatcLed liv railtvovs and river steamers. 

Note.—T he abbreviation 11. M. 8, U ii^^d for Uuilvay Hail Servif‘c 

3r Deputy Postmastef-General. Raihvay Mall Service*—The officer 
in ailminisiratne cliarire oi d Raxhvuv Mail Soivice Circle is designated 
Deputy Voh! masicr’-ijcperdl^ Dad way Mad Service* 

NoTE.—Unkss there is to the tontrarj in the coniext, the expression 

Deputy Fosfmusier'^Ginaal or the abbrexnation Dih P. M* G. refers to the Head of a 
E. M. S. Circle and includes all oiHcers exereiFing bis powers. It also includes a 
Fostmaster-General having a Baiiway Hail Service under iiis eonlrol. 

SupefintcMeiiti—A Suporinfciidenl of Post Offices is the chief 
officer in a Postal Division and a Superintendent of i?. 31* S* is the 
officer holding a similar position in a IL M. S. Division. A Hiiperin- 
tendent is in aclmini&trative charge of the Division miicler his control 
and all officers in fhe Division are snhmdinale to iiiiii. He is inline- 
diately subordinate to the Head of the Ciiele. 

ExcEPTioN.—IZead offices ai the fir*t claxb and their establishiiieut are not under 
the control of Superintendents. 

8. Head Office*—A head office is the tdiief of o group of post ofiiceR 
consisting oi itself and a number of .^mailer offices called sub and 
branch offices xvbidi have been placed muler iis jiirisdicikm, It is 
the central office of account lor itself and for all the sub and bianeh 
offices within the group; and the monetary tran^actioiH of the latter 
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offires are incorporaterl in its accounts. The officer in cliarg'e oi a 
head ofEce is? designatecl a head ffoslmaster, 

NoiL.—Tliere are two classes of liead offices. Those of the first class are under 
the ijiiiiiediato control and supervision of the Postmaster-General, while those of the 
second class are subordinate to the Superintendent of the Division. 

8. Pfesiiency Office. — The head office at each of the three Presi¬ 
dency tcwiis of: Caleiiitu, Bonihay and Madras is termed a Presidency 
office. The officer in chuig'e of a Presidency office is desii^nated a Fiesi- 
dene If Pos!wa,stei\ 

7« Sub-office. —(1) A mh-office is a post office subordinate to and in 
afcount with a hcnid office and its monetaxy transactions are incorporated 
in the iiceoiiiits of the latter office. The officer in charge of a sub-office 
is designated a snh-po.stmaster. 

(2) A '?iib-office situated in a towm or its suburbs wliere there is also 
u liead office is torined <i towii suh-offiee. 

8. Branch office.—(1) A branch office is a post office of lower status 
tlian a sub-office. It i^ in direct account wdth a head or sub-office wffiich 
is termed its account offiic and its monetary transactions are Incorporated 
ill the accounts of the latter office. The officer in cffiarge of a branch 
office is deftigoated a branch postmaster. 

(2) A buuieli offlf*e situated in a town or its suburbs where there is 
also a heart of!ic(3 is ieiuied a foirn b/anch office. 

9» Transit office.—Any pc'?! office .vliich is situated on a line of 
through mail eoinmunicuiion, and leceives and soits bags intended tor 
oiffi cs ill advance, ttitlionf opciiiiia' them, is a transit office. The bags 
which are tlnn^ toruarded onwards unopened are termed forward bag^. 
Ilie transit bugs uddiessed to a tiansil office aie there opened, and 

the imwaid bags coiiiained in them aie ^ent onwards, either loobe or 

enclosed in other tiaiisit bagb. The use ol a transit office is to rediite 
the iiiiBiber ot loobe hags. 

10. Sorling office.—An office effiarged wuth the duty of opening the 

sorting mail bags received by it and disposing of their contents is 
terrned^ a sorfiny office, A bortiiig office may receive articles of all 

hinds in sorting. The n^e of a sorting office is (a) to simplify tlie 

work of sorting in other offices, {h) to reduce the number of bags 
exchanged between pobi offices, and (c) to reduce the weight of niaiis 
c*arried m\ mail lines. 

11. Sorting sub-office.-—A sorting suh^office is a sub-office which is 
seleided, from its position at or near the junction of several mail lines, 
to^seive as assorting office for aniffies addressed to, or received from, 
offices ^to ^ which the route lies through the sorting sub-offiee. It is 
authorised to receive articles of all kinds in sorting. 
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i2» Dead Dettei* Office*—A IhQul tlif* 

li^vidi jiiai ^ ut ,} po^Uii I'in !t^ 5iu<] >1*- ■\\itli iiiH'Liiiii^'ti aiul ji'lrneii 

iitiile^ iiiiil aitiileN ui t!f ?nsi!an|iliaiablf* <ii ifHojii- 

|ilale adi 1 le^^es. 

^fUi.—lilt ah »-|«n uiion D. L. 0 !i)i lhad Ldtu* Oiliu* 

13* Office of forelgE exchange—^1) An nffiee ot fijunja t fehfftuj^ h 
^iia ^iioniier (oi hl^t Imperial) pfM office thiniiiih mhidi aitirle^ far 
toieiaii iiHiiitries, lureign settlenient- in Imlia, and Indian Stati-^ pa-‘S, 
It U entilifted uitli the duly oi piep.n!ri|^ the {KecuiiilN iiom 

tlie exrliaii^e. 

j*d) III eases where two or moie fmpetial jiost offisa*-. ait^ fihiees ol 
ioiei|iii exdiuii^e for articles desputelied to, or leteived hoiiK post olfiee«! 
ill tile same fiidiaii State, tlie Imperial offiee w hieh piepaies the 
0 founts resulting: trom the exeliaiin-e is ieriued the ptuiripiil offee o/ 
^ jchanfje. 

14. Section.— Secfions are iravellino* offices of the Hailwa^ 
seiTi(*e 'woikin^ on lailway or riTei sieainei limn and aie of two Linds, 
r/:.. soitino* seetions and transit seeiions. llie piiin^ipal point of 
diiierem*e is that while the tormer deal with the contents ot mail hui^s 
addiessed to them as well as with closei] ioiwaid haes, the lattei deal 
oidv with eheed baos. I'he oiii< er in efunp^e oi a >e! of a soitina se< tioii 

de^ipmited a Inad miier^ and the otlii er in ehaiure oi a set ol a iiansif 

tioii, a mail ginifd, 

Xoin 1."“‘Sections are numhered spriully and daagnaUsI by tlt«» rnaiw ol the 
If, S. |)ivi>iaii folicaus! by the Sena! An. The No^. groni t<i se< tions 

< mnu‘'m*e wdtii Xo. I tor each Dicisioa, uhile tho-e gnen to tiaiisit seetioBs eom- 
’ Hih«' with No. 2o; tloH A-2 d»‘noies a sorting seeiioa ol the A liuiu'on and 

1 -11 ’ fh*iiot<'' 0 transit seition ol the V f>uiMom 

Noil 2.—hnnoramt transit sections nia^ be plated in thargt* or nHt< ad of 

'lail guards. 

15. Mail Office.— Mail offices are stutionary offices ot file linilway 

Mail Somite and are ol twm kinds, in., ,sro'/?n// maii and tran.af 

iSHhl ufftms, llie principal ptdnt of diliVieneo is that, while tlie ioriiier 
dieal with the coiiteiiTs of mail hapB addressed to ihem as well as with 
doNed toiwaid haps, the latter deaf only with closed hups. The officer 
ill charpe oi a set of u sortinp mail of!i(*e is desipmded a /ova/ .svodcr, 
anti the'officer in cdunpe of a set of a iransit mall offii/e, u mail aijeni. 

Noir.—Afail offices located at Baihvay Stations arc desigiialed l^y the uaiues of 
the stations followed by the letters K, M B., while those not m> loc.ited are 
designated sorting offices, ee/., huhon 11. M. N,, Fwiam Fn^s tsoilubj (Iffaa. 

16. RecoFi office.—A record office is a staiioiiary office <il the Rail- 
wav Moil Bervice wdiere the wuirk-pupers of the sections attached to it 
are prepared, checked and |>la<*ed on ref‘ord, and by wdiicli all forum, 
luigs and stationery requimi for the use of those sectioiH are suppliecL 
The official in chargv of a re<‘ord ofticc^ is desipnutcd a record clerk. 



4 


Clap- 11 mmmTmm. [H-28 


If • Heai lecoM office.—That branch of the office of a Superintendent^ 
R» If. Sm whicli^ in addition to the ordinary duties of a record office^ 
is entnisted with the preparation of salary and contingent bills for the 
entire Di'visioii and ihe accounts connected therewith is termed a head 
record office. The official in charge of a head record office is designated 
a head record clerh. 

18« Siih^recori office.—Every mail office of ihe Railway Mail Service, 
other than a transit mail office situated at the same station as a record 
office, is a $uh’*-iecord office, and in this capacity, it checks and files 
the work-papeis of the sections, if any, attached to it as well as its 
own work-papers. The head sorter or mail agent of the mail office in 
his capacity as the official in charge of the sub-record office is designated 
a sub-record clerk. 

Note l.—Wheii there is more than one set working in a mail office, the duties of 
the snb-record clerk are performed by the head sorter or mail agent o£ the day set 
in respect of that of Ins own and of all the other sets. 

Note 2.—Wherever the terms ‘‘ Becord office ’’ and “ Record clerk ”, are used, 
they inchide head and sub-record offices, and head and sub-record clerks, respec- 
tn'oly; unless there is anything to the contrary in the context. 

19. Sorter.—The term sorter is used to designate all officials in the 
Railway ilail Service other than Supervising officers, mail guards and 
menials. 

20. Subsidiary Sorter .—A soiter who works with a sorting section 
over only a portion of its beat to assist the set where the work is heavy 
is called h subsidiary sorter. 

21. Set.—The establishment of R. M. S. sorters which works together 
ill the same beat of a section oi which is on duty at the same time in 
a mail office is termed a set. A set may consist of one or more sorters, 
the iiiiiiiher dependiiia: on the work to be done. 

Note.—S oils aio niim!)eied serially and are designated by their serial Nos. 
pieceded by the name of the section or office: thus, ** A-2 set No, 4 ” denotes the 
\nnrti CL of tlic^ A-2 ” ^section and Lucknow R. M. S., set No. 2 ” denotes the 
second set of tlie mail office Lucknow. 

22. Trip.—A journey performed by a set of a section travelling on 
duty from one end ot its beat to the other is called a trip. The trip 
from the heaclquaiteis of the set to’wards its out-station is called the 

while that towards its headquaiters or in-station is called the 

In-trip. 

23. Stalloa and sorting arfeicies.— Station articles are articles intended 
for deliveiy fiom the post office to which they are sent; but unpaid 
and insufficiently paid articles of the letter rqail intended for delivery 
from sub am! branch offices are, when sent to the head office, treated 
is fetation articles for the head office, and all articles, whether paid or 
impaicl, registered or unregistered, intended for delivery from branch 
office^, are, when sent to the account office, treated as station articles 
for Ihe account office. Sorting articles are articles that are to be sorted 
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by tlie post office^ mail office or section to wbifli tbej aie aaci 

forwarded tlieiice to offiee& of fiaal desi-nial-ii^i: or to oilier iiortm" office?. 

2f» LaMIed imnile.— (1) A h^belle/1 hnmlh is a colleftioji of faced 
unregistered articles of tlie leitor mail c^eeiirelr tied lutli a ciieck»‘!ilip 
at tlie top. It is treated in sorting as a siiigie article^ and is opened 
by tlie office or section to wbiclj it is acidic 

(2) Labelled bnaclleb ase oi two dasse'^J, r/r,, station hnndies and 
soriiftg bundles :~ 

(i) A station buiKlie contains station iinregisteretl aitWes, and 

may be eiilier a pan! huniUe^ eoiisistiiig of only paid articles^ 
or an unpaid bundle, eonsisiin^' of only unpaid aitildes. 
Station bimclles are piopared, ordinarily ^ wben tlie iiioiiber 
of articles —either paid or unpaid— for any oifiee exceeds 
seven, 

(ii) A sorting bundle conlaiu^ liotli paid and unpaid unregistered 

articles which are not imdnded in blaiion bundles. Sortini? 
bundles may be of two kinds j express hunilis and 

deferred hiinJles. An etpres^ hundle contains articles 
which require to be soited immediately on receipt by the 
section mail office or post office to whic^h they are coiisigaedj 
and a deferred bundle contains ariide^ wffiicli can be dis¬ 
posed of later. When a sorting Iniudle is piepared for a 
province, a dearly defined tract of country, or a foreign 
country, it is termed a terntmial bundle. 

Xow.—'la the case of Presidency post offices, the mininiiiEi Biiniber of article 
prescribed for station baadles may ho rnisecl by iinitiial ugmemeiit between the 
Fostmaster-Genera! and the Doput,^ Fo.,tiija''l'er-Gencral 

(S) Labelled bundles aic not clue. 

25« Clieclc-sllp.— (i) A chechdip is u label tied to the top of eacli 
iabelied bundle; the foiiu h printed on paper of three ditfereiit r^olours— 
pink for paid bundles, gieoii toi impaid bundles, aud white ioi 
bundles. The white ehecdc-slip is used tor both express and deferred 
bundles, the slip being marked on the fate %rith two diagonal liiie-j in 
biue-ptnieii, when it is used ici? e\pie',^ bundles. Eveiy check-blip beais 
the name and date stamps ot the oifiee or section tvliicli preparcuS the 
bundle, the name of the office or section to which it is addressecL and 
the initials of the officer by whom it is made up. ^ In the ease ot a 
territorial bundle, it also shows the name of the profiiice, etc., to which 
the articles in the bundle are addressed as well as the office or section 
by which it is to be opened, tbiis: — 

Kashmir 

(L-9 Out) 

(2) Check-slips are designed to fix responsibility ior the iiiisseiitliiig 
of any articles wu’ongiy incduded in a labelled bniidle. 
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26* Mail I) A bofj 'ojitaiiis innvai'^t^^red and regiaterecl 

aiiirie^ nt ilia mail, r/:., letters, postcards, and book and pattern 

pac iict"., ilie icuistered aitifde^ beiii^ eordosed in a registered ba"; but 
RdifOi a ]iarket ba^* is pie^d Ibed, l!ea"FT ])ac‘kets, iuireg*istered and regis- 
Te!<*il, ale despatched inside the pat'ket t)ag and not inside tlie mail 
^\dicii pai.<‘el bag^ aie not prescribed, mail bags inuT also contain 
artH‘b\s of the [laicel mail, TLeie are three kinds of mail bags, rik*, 
sfafuN) Hhii! ha//s, srainff/ mad Ihkjs and combined mail ixigs. Afail 
bans are dne bags. 

r*' 

dd) Sorting mail bags may be of two kinds, viz,, exyrens mail bags 
and dcfeaed mail bags. An c.vprcss mail bag contains articles wbicb. 
reqiiiie to be sorted immediately on i*eceipl by ibe section, mail office 
o.r post office to which they are consigned, and a deferred mail bag 
contains artiedes which can ]>e disposed of later. Evpre^ss and deferred 
mail bags are prepai'ed in cases in which the number and bulk of articles 
jiisHfy theii* introduction. The label of the former is marked Express 
and that of the latter Deferred 

Ni»TE. “In any case in %slnch the Head of the Circle or the Heads of the 
Circles (omeiiied lonsider it athantageou'^ that the regintered bag should not be 
>eiit inside tlu^ mail hag, tie* regi',tcred bag may he forwarded yntside *, an in 
such cases, the mail bag need not be seiile<I jf the Heads of the Circles eoiieerned 
do not consider tliH necess{ir\, la every such case, the arraogeiiient ■will be clearly 
snclicaftMl in the due mail and sorting list, 

27. Ee^lstemd bundle—(1) A registered handle is u (sdlection of 
faced, nnimsured j'egisrered aidicles of the letter mail plm/ed, together 
with a registc]‘ed list, in a pivscribed form of eiiwelope, carefully gummed 
and sealed; or, if nec'Cssury, in a dosuti bug, tied and sealed iis the 
ordiiiaiy way, with the label sljowing distimdly that it is a registered 
bundle and not a registered bag Kegisieied bundles are isot due, 
but aie made up, ordinalily, when the number of registered articles to 
be enclosed exctuals two; they are tieated in sorting as single registei'ed 
artiedes. 

{ 2 } Kegisiered bundles are of two kinds, r/c., .station icgidered 
bundles^ containing siati<m registered articles, and iaritorinl legirtered 
(containing legistered articles for a proTince, a cieaidy defined 
tund of (‘oiuitry, or a foreign lamntry. 

28. Registered ba4«—(1) A registered hag eoniains oidieaiy and Y.»p. 
registtUHsl letteis and packets, insured eiiTelopes, registei’ed bundles, 
ordinary and v.~p. immey orders wuihin (dosed eiiYelopes, and a regis¬ 
tered list, llegistered flags are exchanged between head offi('es and 
S'ub-oftices and betw’een head offi(u‘s and R. M. S. sections and mail 
ottices. Hegistered bags may also lie exchanged between s(nifiig setdioiis 
orlietweeii mail offi(*es or between sections and mail offi(‘es when specially 
pi*escribed by the Deputy Postinasier-Cjeneral com*eriied, but, unless 
specially 'prescudbed by the Superintendent of post ofli,(‘es, registered 
bags are not excliunged bei-weeu sub-cdlices oi betiveen sub-offices and 
E, M. S. sections and mail offices. 
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(2) A rogistererl iia?r is a due bag- and hv piepaiad^ tc>gi4lu*r 

witli a registered list, wliether there aie reii'isiered ariicdes lor dc*>|iutrli 
or not* 

29* Insured biiiid!ea-™(1) An hmulh a eolItM^tioii oi iiiMiml 

letters eaelohed, togeilier with a registere<l ll^r, ia an injured eriYfdope, 
or, if uerevsarr, in a dosnti bag, propioly (‘IommI and sealed, sloiwiiig 
distiiietly on tlie eureb^^e or tlie label oi itie bug iliat it is an in-iued 
biiiirlle 'b Iiisiired bundles aie not due, but are made up, oidiuorily, 
when the number of insured letters for ile^pateh io a posi otfiee is more 
fliaii one; they are treated in soriing as sisigle insured eiiTelopes. 

30. Parcel bag.—A paind hafj (‘ontains ordinary (!‘egisiered and uii- 
regisieml) parrels, v.-p. pareeK and iu'^iired bags. It ui-^o lontains a 
parcel li'^t in whicli all the articles of the puicel nuiil are eniercd,—the 
registered parcels iu detail and the iinrcuAteied paiceds in iump entries* 
Parcels bags are not due laigs, and 's’ihen diCspalcdicd finn' are tifluted 
as unusual mails. 

31. Insured bag.—An ?n.u7?c// h(uj m intended to glvt^ luver to iiSimied 
paimds idnludinn* insured v ~p. purr-el^) Mt io all'nid them greater 
seiuiriiy. Injured bags do mu come iimbn the calegm)" cilber oi due 
or iiniisiuil bags nor do they contain any list ot their contents, these 
beini»‘ detailed in the oi dinary parcel hAi. An insuied bag is mn"er des¬ 
patched loo-iu but i> uhvavs enchjscd in a f^aicud bag or mail bag. it is 
plac*ed inside the purc-td bag when a puicel bug is made up for the office 
or section to wlihdi it is addressed; uhen a pair(*ei bag is not made up, 
it is placed inside the mail bag. 

32. Packet bag.—(1) A parkpf hap contains heu\y paekets, regisieied 
and niiret’iUered, and a rcgisteied list. Packet Icigs are not due bags, 
and uiieii dit^spaodied they are treated as uniisiuii iiniils and always 
travel uilli the parcad inaiL Heavy packets are usually enclosed in mail 
bags, and packet laigs are made* up only when to .‘'Oiid heavy packets 
in iiuiil bags would delay the transit of the letter maiL A packet bag 
must always contain a registered list, wlnuher there are lieavy legis- 
lered packets ior ilespatcli or not. 

(2) The Iniiidles of heavy registered pa«‘keis enclosed in packet bags 
are termed rerp^^fered packet bundles, 

NoTE.—Bags reiurned empf}/ to a post office or u record office or sacks contain¬ 
ing such bags are treated as packet hags, 

33. Transit bll4«—A transit hap is used to enedeme several bags sent 
to the same office or section, iheteby affording protectioii to them, and 
securing the disposal in transit of only one bag in place of several. A 
transit bag must contain a mail list. Transit bags are due bags. 

8$. Acoouut bs4»—An account hag is used between a sub-office and 
its head office to enclose cash bags and articles, documents, etc., giving 
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ise tOj or eoaiieeted with, ar-eoimts. Wlieii sent by tlie bead office 
'O tlie sub-office^, it eontains ibe s. o« slip, and wben sent by tbe sub* 
iffice to the head office, it contains the p. o. daily account. Account 
}ag» may be sent loose or eiirloved in mail bags made up by post 
^eetioiis and mail offire^. Areoiint bags are due bags. 

35. BmbcIi office ba^.— A hunuh office hag is used between a branch 
)ffice and its accoiini office to enclose cash bags and all articles, docn* 
nent^, etc,, exchanged with the acconnt office. It is also used between 
i branch office and any post office or seel ion with which it is in com* 
niinication, but with which it is not authorised to exchange registered 
articles direci, and in ^his case, it contains only unregistered articles 
)f the letter mail. Eianch office bags may be sent loose or enclosed 
'n mail bags made up by post offices, sections and mail offices. Branch 
}ffiee bags are due bags. 

36» Cash bag. —A cash hag is used to enclose remittances of cash 
Detween post offices. Cash bags are not due bags. They are ordinarily 
iespatched enclosed in account bags, mail bags, or branch office bags,, 
mt may also be sent loose in the charge of a postman, village postman,. 
>Terseer, or other subordinate, 

37. Special bag*— A special hag is used to enclose the correspondence 

sf the high officers of Government mentioned in the Post and Telegraph 
juiie as entitled to the piivilege, and the correspondence of the Director* 
General of Posts and Telegiaphs, when on tour, Tt may also with the 
Director-Generalbs sanction, be used to enclose correspondence for the 
'epieseiitative of any Foreign Government whose lieadqiiaiiers are 
ffiangecl with ihose of the Goveiiiinient of India. A special bag contains 
iiiregi-iereil and regi-^tered ai'ticles of the letter mail, the latter being 
iecl in a separate Imiiclle T\itli the registered list in which they are 
mteied placed on top. Special liags aie not due bag*-, but cles- 

mtehed tlier are treated as niuiboal mails. 

38. District officers* post bag.—^This bag is used to enclose the cor* 
^esponclecce of District officers when on tour. It is not a due bag, but 
vhen despatched, is treated as an imnsual mail. 

S§* Telegraph ba^.— A telegraph hag is used to enclose express tele- 
jraiiis, telegraj3li envelopes closed by post offices, telegraphic advices, 
?tc,j when their transmi.^sion in the ordinary course as service registered 
tetters is likely to cause delay in their disposal, and one must always be 
used to eiielooe telegraph envelopes received from the local telegraph 
office for despatch to another telegraph office. Telegraph bags do not 
contain any list of their contenis and are not due bags, but are prepared 
only when necessary. They are treated as unusual mails and sent loose, 
but may in exceptional circumstances be enclosed in a mail or transit 
bag. 
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Changing station*— A railway station, the leafs oi two 

sections join and where the mails broiifrhi by one ot ilieiti are lianclecl 
over to the other, is called a changing dafionl 

lit Gonneoling section*—A connedwg sedion h a R, II. S. secdioii 
working in a train in immerhnfe eonnetf on anotbei tMiii in vhieli 
another E. M. S. seetion works If ihe inleival between the ariivai 
of one section and the departure of another is sufficient to adiiiil of lags 
being made tip by a niail office at the junction statir^n, the sections aie 
not termed connecting sections ”, 

$2. DonWe duty »—The expression double dutg means the duty per¬ 
formed, under the ordeis oi the Snperinicisdeiit, Itt^pofior or record 
clerk, by a soiter, mail guard, van peon, poHer tsr otlim iiieiiiial of the 
E. M. B. during the period of ted euined ailer tim f onipletion of pi es¬ 
cribed duty. 

i3« Rest house* — liest houses aie hoiHes or rooms provided at teriaiiia! 
or changing stations for the ac(‘onimodation of sorfeis. 

54. Closed wall—The term closed lecll is applied to the well below 
the flooring of a Eailway Mail Seivh'e %an when mails aie placed in 
it, and the well is sealed and labelled. 

4S. Press pi-ckat*—A press paebet U a packet fonfaiiiing newspapers 
intended for sale by a news-agent recognised as such and marked for 
delheiT lioin the Jldiway Mail Beivne van at the raihray station to 
which it is acklresbecl. 

56. A. orders.—/I. orders are okIcI" issued by n Siipeiinteudeni, 
E. M. S., pi'Kscribiiig chniiges in 

47. B. orders .—JL lodns ait‘ mdci^ is'nuh I by at Siiperil!tendeiit, 
E. M. h., loi tiie giiidame ot hU snboidinau's iti the peilarmuiice ol 
their duties oii all subjects except alteialioiis m suiting lists. 

58. Retiirn-traln.—11) The term lefinn-irmn means a train convey* 
ing a section at work wdiieh meets a similai tiam pimeeiliiig in the 
revelse cliieition. 

(2) The bags closed by the two stud ion ^ ror each other are called 
Tcfiirndmin bagsy the station at Tchich the bags me given out is called 
the rckinidiaiii station and the article^ (ontained in the bags are called 
rei litn -f m in arfieles . 

59. Work-papers.—Tlie expression wotk-papcrs means the dociiiiieiits 
received and despatched hy a set of a section or mail office as as 
abstracts and oilier documents prcpaied by it while at woik. 

Sll. Transfer articles.—Articles which aie piewribed to be sent to a 
section for transfer to a Teturii-train section are called iuwsfer articles. 

51. Wrongly posted articles.— The expiession wrongly fmfed artieles 
means articles posted by the public in the letter box ot a IL IL B* 
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Tan are iateiuUMl for plaees iiof seived hr tlie section working 

ifi the Tan or fur places in ike opposite direction to tliiit in wkick tke 
section proc^eediiiga 

52» OiercaMed articles ,—Ovamnled aitirles are aitides wlaeli kave 
l)ecii ci7o/Kv>a^T’// cairried ])y a IL M. S. section past tlie railway stations 
at which they slumkl have keen given out. 

53« Due mails and unusual mails.—The tenii fine mail compuses all 
the bags, articdes and dcannneiits wbitdi must be despatdied every day 
or at regular iiiiervaK. I'he term nnui^ual mail comprises parcel bags, 
packet bags, special bags, telegraph hags and any other bags not 
included in the term " due mail ’b 

M. Face and facing.—The face of art aitide is the side on which 
the fcddress is written. The term facing means the arrangement oi 
ai Hides V ith the address-side iipwaids and the addresses turned in the 
»aiiie diretdiorn 

d§. Beat.—-The term heat u>ed in lelation to a R. M. S. section 
meaiis the portion of a Hailway or Steamer line over whicdi the section 
work>. Wlien used in relation to postal oveiseers and delivery agents, 
such as, postmen, village postnien, etc., it denotes the area within which 
they are reipiired to perform their ^e^peeiiTe duties. A heat incdudes 
p(j>r offices SCI ved l>y the section or othcial concerned. 

56. Camp correspondence. —The expression caini) correspondence 
means letters and other articles oi correspoiidence adclessed camp 
or rvilh any other pioscrihed addiess, without the addition of the name 
oi any post-town, and intended for high office!s on tour. 

57* Mlssent and misdteected articles—A mis^saii aiticie an aitide 
whicli has ]mn\ esaoneou^ly imwarded by an office oi hcctiou to an offit-c 
oihej than the office oi desiinution or by a loute other than the pres* 
cri1)ed one. A vihdnufed aUade is a vernaeiilur article on which the 
incorrect destiiiaiioii has l^een written in English b}’' the office of posting 
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CHAPTER 2 . 

MlsrhLL\XE()T S ]ll LLn. 

Z^Uli \\U S(‘I HNU l)i P\! IMI 

5 8 . Hours ixed for closing tlie mails.—The hoiii at \Uii< h ea< k liiui! 

IB io be closed In a post otfite oi loail nifioe will be ?iotihc»d in the notice 
of IIoiiis oi business supplied tu the odire and the lettoi«bo\ slioiild 
be fmaih cleaied at tlu'' hour except ioi Iat« bittus piisted ni letiei™ 
boxes altadied to mail ofhe es at stadion^ id h a laie iee is luipostnL 
i^lieie the lettei~box should tie iiuaiii deaied on rfie expii) oi tlie peiiod 
allowed ioi the postin^^ oi aidi aitides In die case ot luail^^ the 

iioin toi dosiiio will oidinaiiU tie il p.m., iiud, lu the case oi chn mails, 
tiiiitj minutes beioie the hoiii lived loi the dt^spatdi <d the iimil jioiu 
the post ohiee oi the depaituie doiu the iailUiC\ siatnm ol the tiaoi 
bj which it IS to lie con\e\ed, a- tin* c ea* imu tax ilaiK ^liich iiie to 
be ioii’iaifled by lailua^ should oidinanlv i< ah tlie i,ali\av station ten 
Bjiiiiiies betoie the aunai ot the iiain b\ uhn b then aie to sent. 

59 , Clearance of lefeter-boKes.—(I) The lettembox ot a post oflice 
ii nail oflic e %lioiiid be opunni and (le<Hetl b} ihe^ soitinii debk oi iissi*^!- 
iUjt soifti, as iJiCM iS( ma; be, it con’^cn^uir mteuals diuiiifi liic* da\, so 
Is to expedite the piepaiaiion oi t!ie mud ioi despatdi. The ke\ ot 
1 lie leiiei-box must lemaiu in the c U'^tod^v oi tluif oflu i tl dutiiit* '\koikiiit, 

llOlIJ 

A ’\afi ol 4 oiupiCitmont httembov <o tiie lb M S. shouid be 
uptiitd itiiil fbaitd In the iissistiUit soUei bdoie the iiain ha'\es each 
stiitioii ill oidei that ntipaid aitides iUtd those* whii h apptat b le 
iiisiiflic leiiiH paid ma} be ueiched while* the \a!i is at a stamlstill. 

(d) Tollable lettei-boxes and <iitnbn pc>ded Jii hxed outride itUlei- 
l)oxes dscuilcl be iuoiiehi to flu* post olio u mojoidiateh bcdciie the hom 
lived kii the hnal deai*»iue ot tin* othc e lettei-bux. Eoitable lettei 
boxes biouglit to the post office hhould bc' opened and de*iied by the 
soiiiiif* eleik, and the ke\s and ehant,mable honi-plates must be kept 
111 his custody dining woiknig houi«. 

( 4 ) The SOI ting clerk should see that the letfei-liox peons lea\e the 
ofiic’e ior the cleaiance ol outside lettei-boxes and ietiini iioni then 
rounds punctually at the time fixed. He should make o\er the Lejs 
ot fixed outside leiiei-hoxes and, uheje ebangeable houi-plates aie used, 
the proper plates to the lettei-box peons, and see that the corieet piiites 
aie 1)1 ought back to the office. 

iO. Cleamice of letter-boxes at railway staHons,—( 1 ) Letters posted 
without laie fees in lettei-bc»xes at railwav stations at which mail oifitei 
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are uot estaljlisLecl sofiJf!, woeiie^er pnicticaLle, be cleared by tlie mail 
peoi; suiiif time bffcie “^he afiival oj the tiain, and included in the 
tiespcitf h c){ the post The foOowiu?^ aie the only exceptions to 

til. Miie: — 

y on the luail peoii (c othei official appointed to clear the 
box coriipc‘teiii tu =;oit the aitides found in it atter the 
hi'*! despatch tlnouifh the local post otHf e, he -nill make 
oTei to the IL if. S, any aiticles for the direction in which 
the set is tiayellmg. 

hj At FBiali stations at a distance fioin the post office and yliere 
not more than 10 aiticles on an average are posted in the 
station letter-box between the last dearance for inclusion 
in the post office despatch and the airival of the tiain^ 
articles taken fiom the letter-box shortly before the train 
lb due limy, with the previous coneurreiice of the Superin¬ 
tendent, 11. M. S., concerned and, when the mail peon is- 
not sufficiently literate to sort letters, be handed to the 
officer in diargo of the section to sort. In no ease, how¬ 
ever, should an article token from a letter-box on the rail¬ 
way platform after 18-0 horns and before G-0 hours be 
made over loose to the E, M. 8. without inchision 

in the post office despatcli), unless it bears a late fee of 
half an ariiia. 

2) The ! and the dianuc<ibh houi-|!idn^ cP the iettei-boxes 
HiLfcificd iiHisi be kept by the ^oiling < lei \ dui isc a ob b C ]< is, 
but 4iouM be tenipoiaiily eninistcd to ibe iiuiil pMm co official 

apiKUiited ioi ilie piiipose (j! dialing boxes. 

§1, Treatment of late letters.— Jmte Leitem ur., letir^s presented 
at the window of u post idlice or a mail office oi posted in the Icttei-box 
of a aiail cdhh c after the liom fixeui iui clo-iii£f tli(* mail should be 
despatched by the outgoing mail, pioMdcd ilo} teiideied oi posted 
witkiri the iiiteivai allowed for the po^iillg oi laic letteis, and the late 
fee is paid in addition to postage. In mail offices, too-late letters, 
imn, letters pobecl wiiliin the iiiteivai mentioned above but without 
imvhiiff been iully prepaid tvith pCKtage and late fee ‘-lioiild be stamped 
Detaineii ^ biie-tee not paid and detained until the next despatch. 

62* UapaM artldes marked “ Stamped 'b—If an aiticle not bear¬ 
ing any postage stamps U found in a letiei-box or reieived in sorting 
with the word Stamped oi ‘‘ Paid ‘wiitteu on it, the reimaik 
Pound Avitlioiit totaiup should be written on the aiticle over the 
initials of the sorting clerk or assistant sorter, as the case may be. 

ExcEPtioN.—Tills rule does not apply to unpaid open letters. 

83. Twatmeat of pukets— (1) Packets taken from letter-boxes should 
be examined in order to ascertain wliether they fulfil the coiidiiiuiH 

I 
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ill tlie^ Post and Teleguiph (hiide. Tlio«;e wliieh fulfil tlie |ireseiiltecl 
conditions slionlcl be stamped and removed at once to the ledg-e of ilie 
sortiaff ease; those wliieli do tiot, be eliarc^ed with postage at 

letter or parcel rates, whichever may })c le^B, according to tlie rule in 
the Guide and then disposed of in the hame mataier as other packets* 

(2) Book packets containing docinments wliolty or lUirtly printed in 
imitation of typewriting, or reprodiietioiis of a manuscript or type¬ 
written original, having the appearance of an ordinary manuscript or 
typewritten letter, wlikh are pieseiitetl fm posting at the wioilow of a po^t 
office should be cfuintecl and examined and if the conditions laid down 
in the Guide are fulfil le<l, the articdcvS should be removed to the ledge of 
the sorting case after being impressed with the foiiihiiiod date-stamp. 
When such articdes are once passed hv tb(‘ office ol posting, they may 
not be challenged l)y any other office. 

fS) A pattern, in the seuMj of a specimen to be {*opied siicli a.- a 
boot or an article of apparel, is admissible to the pattern packet rules, 
provided that theie is reason to believe that flic persf)n to whom it is 
addiessed nuinufadures goods of this kind, and provided, of course, 
that the article has no saleable value. 

Exception.—A packet contaiiung Mimpleh of glass, liquid oils, fatty substances, 
dry powders, or live hoes wlruh is not packed in the manner preseribed in the 
md Tdegiapk should ^be dealt with in accordance with the procedure pre- 

r/iiVI for flic treatment of injurious articles 

64. Treatment of articles addre^ed to foreign eoimtfles.—In all offices 
and sections, excepi offices ot bueigri exchange, suiicdcs addressed 
to foreign countries should be treated in iltc '•ame \uiy ns iiilaiicl artkles, 
€>‘xe(i|)t that ill ik^ fUwSe riimild postage be ia\ed on them; the duty of 
taxing postage entirely with Ihe offices of foreign c^xchange. 

Articles lor ioieigii settlements in India and Indian States should be 
tmited exactly like iriiaml articles. 

65* Telel^aim received for onwaai tmusmlssioii by post*— (1) Inland 
telegiams intended for on^vaid ti inMoi-'-nm bv po^t and piehented 
at tile vouhiv ol a post oHne or a B. M. S. mail or stationary sotting 
office by a mes^-eiiaer <d the local telegraph, office at any tiiiie when 
work is adnaJIy being done at the former office, slicuilcl be'aceeptecl and 
the peoiks delivery leccipt form presented wdth the ielegrams should 
be impressed with the date stamp and returned to thi* luessoiiger. The 
telegrams should then be disposed of as unregistered articles, 

(2) Any telegraph (‘harges that may be lecoverable on a telegrain 
received under this mile will be shown on a form of meinonmclimi sent 
with the telegram by the teiegiaph office, and should, on realisation of 
the amount by the post office of delivery from the addressee^ be con- 
vertetl into postage stamps. The postmaster should affix stamps to 
the ineinoraiidiiin, deface them with the date-stamp and then send tlie 



18 


Chap. 2] MT^cni iiLis [65-66 


seniHiIf fliii I 11 ui i(i\ii to tlie telegiapli office b\ 

e iia pONted 

66 « Articles with undecipheraWe or incomplete addresses.— ( 1 ) Ai tides 
111 d If! tlie collide oi Mot id v; itli dt^t nation that aie illeoilile 
01 inipfifcd or’suittOTi in in iiiiknm^n diaiartei, oi emelopes 

01 i\«i|)|ds so til it ilie d< stinanon c innot be dceiiained dioiild be 
placed in tlie lompaitmint oi tlie soiting-case labelled Undeeipliei- 
ible ’ When the uniting d completed tlicse aitides should be exa¬ 
mined Hid (\(T\ eiidcaAoni should be made io deeipliei the addiesses' 
it jiHessim, the assistanre of othei deiks oi soiteis should be obtained 
Ai tin List of Indian post and telegi qdi offices oi the Quaiferhf Li\f 
should be consulted. 

^2) If the destniitlolls cau be asteituned, the names of the post- 
tot\!u should bf tten dearlr on the aitifles b\ the soiling clerk 
or assitint soitei tlir c ise in tt be and the\ should tlieii he dis¬ 
posed of in ilif Usual coiiise Id ides du coders of uhuh aie so o‘\ei- 
laid with unting oi uith postmaiks is io h ue no loom foi the deal 
enti\ of destinaium should be foiu julcd u tin postmastei of the office 
fit destination in ui oidinu^ c oiitspondc ro i erucloj-ie ft file dosiina- 
t ons f III not he isceitumd, the aiiirle>, litci hunia been diouii to 
the postinidei oi bf td soitei as the < ist n a% be should be enclosed 
iti an oidiTian c oiif "^pondenre eindofie iddies^td to the I) L 0 and 
maikfd ’Fndenpliei dde in tlie up[ie! Idt-lnnd cornet This eii- 
Telope should then be soitcd bu tlic p offn (■ uliidi senes the 
B li B Aiiides found in the office cb pcwtuiL oi m tin foiiist of 

soitiiig u ithoui tltf tddies^ee\ nanicr oi po^t-t umi d desinnt] i siniild 

be leiiiiiiHl tc* flu sei dc I if his innie ind iddu s ippc- ii oi'‘ tlie out¬ 
side 111 all oihef c nt ^ -^uch uinb should be suit to the D L 0 
in tin sime u i\ n ilnw u tli undu iphei ddf oi nuompletc idflie^ses 
Tin postiH istei u h id scitei should ^liish hiinsilf fh it tlie n tion 
piopc to Ih t ik I ^ tin ^ ] lU c h I r un >uut soiUi ronut 

lie 'should mpusN ui the Intel tiui it n p ui h to mui 1 aiticles, 

the dtstin dions oi ubuh u doubtdd tothW) L O tli in io foiwaid 
tin rii to pi si olhus me d\ u t!n^ di tnct- of dieii ic nhniL the addiessees 
When iH c c S'. I! \ s sin ill bu shoi 11 In used instead of an envelope 

Fii siif li s j ! Uh ! '.In uld bt pi^bd to ilic Ina uldicssed io the 

]) L B uid rtn kul Fudec iphu ibh in Ihe uppei Idt-hand coiiiei 

l\uuio\ I Tins ! ih «l< < ^ mt inpb t» < oi rc spoiulc m c ddiessttl “ C uuiB 

or otli 4 I pit < rihul iifcluss with no post tounl foi tutun hidi officfis on tom tlie 

clisf os si oi which IS y£:o\uiied l\ the spM ul lults on tin subject When iitub^ 
it nn kind uldtiSstd ^ Oiiiud^ tn * Camp fiost office ” ueiuci^ecl m in oilise oi 
section wlucli Ins not bnn spec nl!\ mdriutid how to dispose oi them t]ie\ should 
I.H stilt to the othfooi section w akiiuxiow uds the t nnp if mthentic iiitoriiiiatioii is 
u ill tbh It z ndiTij^ the ininermuts of the Cuiip * oi ** C imp post office Tf no 
s'litl! itiforiiiiitMHi IS u 111 ible the irtichs sh mid he fon\ iided to the fiisi sorting 
<ffin cr sntiou on tlu loute to the hetd«pi utt u st tion ni the uldiesser or diiect 
to tli 4 lit I Ifjiiitteis si limn it n i oiting office or scftion iniu\tnes 
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i El rio\ 2 — Pii-N inl( (I )t> 1 1 1 i|)| K i\ u> >ii | i n«< i ’ p i 
« ii in\ 4)i Ills "M i]«:-it'x ^ ln| uic! idchi ul hk ^ t uli i * I i \ i 

stitioii to \\hRli the s1h]i I Ht I litd wiUiui l\ rl HI ui *l i i lu ll 

iiHiK 1)1 I post-tmii Whin u ti< li s thus i Ui i 1 u i ui I iii ti H!-. t 
HI in >fhu o! f(t]ni \Uiu (i in no «h nii's lui ?i ifi n \ t lit | !tn 

'iifinu ibont^ oi ti < iiut i nli >n n irm d n ti h t v ^ ill I »• f dt 
mith in Ktoidimc uitli tin i II \sm^ in tin t i 

id) iddn w d !>— 

Ilif C Inn i st-’iiion <1 sijiu 

ilnm si nl 1 in tli j m >1: O'- it int i 1 1 I i 

fl 1 f\ lU 

B isd IT 


M dt 


cilK \ 

\n t! ih I 


Siiiioii'^t \ui 
( ipi ( lorn 

(h) Aitiilcs uiduwd to ui\ stition ikit (i M(nidituo| !l!sMi}tst\ s \ i\v 
otlioi thin tiioso narntd diovc i / tin lloiiie oi tin C luniu I lint oi 
the 'Noith Amtin in tin South Viluitii u tlsf F u ilu bt ition ^liotiid 
be di^posul (t in tin ‘‘•inn \\ is is toi h spoiuk in ( uldussui to (fit it 
Butiin md Noitlnin liilind 

E\tri»iio\ \ iik^iun b<um^ m nnnnpkk <i ninki ipliii tl k itldHSH 
tumid in tin course ot s ntiiig shoiikl Ik sent to tin just odui fi Um idni win to il 
M is fNsttd Winn tin odne oi {xKtinj; i m n r Ik (h ttiniiiuf! nun t i sndt^tiii t ir 
illogihh dit< st imp impH Sion tin U hun ^houl I I i ui t« thi I) h Cl I ir 
djs| os ll 

( i) \.iiu!f> liuntd loi ihlutn witli plditssi-, wliiiii miiiin t lie 
pisih lead o! aie so imomfdeip ill li i1h\ < iiu of d oiu h ho dptphufe 1 
^iiHulii 1)0 piii asidt till tin c Ihm- )i Mio distiibutiuii, and llioii t\oi\ 
eiiclea\oiii siioiild ho iii.tdo to duiplioi m coHiploto tho addiosHos \tith 
tlu issibfaiiitp if timossaiv ot otlu i f loH s uul tlio postmoii It ilie 
addussos t iiiiiot In iliU[li(nd ii loiaphti 1 IIh iiliilfes slioiild lio 
I to flit podiHistu ^\ho will <lu oh, ihi\ afi to lie tiaiH- 

foiitd to tile doposit deputMioiii ioi tiansiuis loii to ilie 1) L* fh 

67 . Prepamtlon of labelled bundles^—f!) A hhollod hiiiitllo sliould not 
(Old UP inoie iliaii 70 to CtO lottiMs uid posttaids Lai^n* aiticiosj 
buuli as rieiispapeis and packots, should lio sopuatol} biuidled and. 
sucli iitulis aie lo foiin a siatHui hiutdlo and laiiiiof tomeriiorith he 
lied io|4etliei, ilie biiiidle Mifli its ilitik-slip should be eticloscMl m a 
dosiiti bag, to should be tied a label, shoeing the name of ilie 

place foi vvliidi the aitiilts aie jnteii,ded 

Son — tAInn (losuti baj^s uc usul ioi ui losing libtllul hiiiHlks tin ikik or 
sortii In bIioih tlu null list ispupuul should he iskcd to iiott tin mirtilM i ol such 
bigs 111 \^uitls aiul ligUHs it thi top ol tlu list Wlnie i mill kst is n it pie- 
suibul fclif rcgutuitnm lieik oi soitu shouid Ik iskul to lii ik thu iioti d the 
tup oi the legistiicd list 


Iln List Indiin Uituti i 


qn id!in 


1 tt 

httr 

Jill Arulitui uu in stition 
squidion 

3 lit 

ll^ 

llu Austiihiii st it lull 
sipi idion 

01 

flat 

ditt 

71u‘ Capi oi (jtood flopt 
'Wist (oist of \fii(a 
tun oi sqnidion 

Old 

sta- 

fiitt 

ditto 



20 


CMp* 2| 


LL\>rU'Lb 


[67 


Zj Xo po4 radess ^peciallv exeinpieflj 'lioiilcl in any circiiia- 

niiliiindled unregistered mail matter of any kind to a 

i if L, 

^1) The letii^Td T. '^'iiould be added after tlie name of the post- 
iowii ill the arldiess of the clieek-Jip of labelled himclles for the places 
shown below, for wliieli town-delivery soriing is done by the IL M* 
exfept by sections which peifonn this woik: — 

Boiabov, Kolhapur. Moiilmeiii, 

Calcutta^ Madras, Eangoon, 

J) arj eeiin g, Mandalay, Simla. 

(4) Offices and sections which make up bags or bimclles for Bombay 
foreign or lor the FM-C or FM.-9 section should prepare— 

hi) Ffihl ^rJwn bundles (i) of letlers and postcards, and (ii) of 
other aiticies, for the following (offices in Great Britain and 
Xoitlierii Ireland, whenever the Lnmhei of articles for any 
5 iicli cffiee is not less thm fiTc: — 


Tiomlon, 

[ifnulon, E.C., 
London, E., 

L<nidoii, X., 

Loiiclon, X.W., 
London, S.E., 

liondoii, S.lrT., 

London, W.C., 

liOiidofi, "W., 

London Paddina’ton, 
Aberdeen, 

Beitast, 

B 1 

Biailioid, 

Biighton, 

Bi j^tul. 


C Tiiobiidsre, 

C crdih, 

Dovei, 

Dundee, 

Ji d I n h 111 gh h' 11 duel i n g 

Lc tl L 

«irijsgjr j 

Leedfc, 

Leh^estei, 

Liveipool, 

Maiif liester, 

X ewi astle-oii-T yne, 

X« ttii ill iiii. 

H c ^ " L 
Poitsiiioiith, 

Sheffield, 


hj Teinfufiid bundJe^^ m li) letieis and postcards, and (ii) other 
clink ich, ior the foUowing couniiies whenever the niiinber 
ot ai iiees tor any siirii country is not less than five: — 


Aiidiia, 

Eeiiiiiiiii, 

Egypt, 

Fiance, 

Geimaiiy, 

Hcdland or Xether- 
laiicls, 

Ifiingaiy, 

Tiish Fiee State, 


Italy, 

Ru^sill, 

Switzerland, 

(rreat Britain and Xoithern 
Ireland (excluding offices 
tor which station labelled 
bundles have been pre- 
ribed), 

T7lilted States of America. 
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ii^^) Wlif^iiever theie aie aitscles tor lij ilv^ \4iifi 

Air Ifail Service a ^epaia^e lalielleil fip piepaioil iire^pei- 

tire of the mimher oi siioli abides. Al Am Mail laliel iAliiiH be afhxecl 
to file check slip on. eocli such hhdhd hiuioli* T’^ the Biiiiiber oi hikIi 
artifies is laf|>e and a sepainte ha<? lurub^ iip io> thcia, ilic Air iLail 
label should be afti.xefl to the label of thi'i 

68* Despateh of sirplas iiie ba^s*—The snrplii'^ empty bags clue to 
be despatched daily m inail or padcct Iml^s slioald eafli be iirrhflv lolled 
up and tied with strong twi.iie in oidei to pj event the ri^k of letiej^ ami 
other small articles geftins' among the f dds arid ihiis escaping obNiMTa- 
tioiij and the packets so made up should le le<idjU md Hniiiely Libellerl 
with the names of the offices or sections foi wliuli tiu\ aie iiiteieled, 
the labels being impressed with the date-sfaiiip. 

69, Contents of a station mall bag foi? a head or snb-offioet—A station 
mail bag for a head or snb-office may (ontain the fylkiwiiig arlieles 
intended for cleliveiy from the office itself as well iinpabl articles of 
the letter mail for delivery from branch cdlh in m (mint with it : — 

(a) station bundles^ paid and unpaid; 

(h) parcel mail articles enteied n\ a paicei Ji4» 

It must always criitain a ui!i>tned Stat.ioii mail bne^s exchanged 

'"iHiimi a head rffii^e ami one o if. »ib-oiiite^ must also contain an 
acccmiit lag* unless t!ieif 3 is moie lh ni one de-patrli daih to Oie hiIi or 
head offirej in which case the account fuj mu^t be era losed rii caie of the 
mail bags. 

70, Coiiteiits of a station mail bag for a braiicli office,—A siation mail 
bati Blade up bv an ofh« e m Ma tiuii foi a biaioli tdfb e with \\liieh 
it IS not in duett atcoind but with uliieli it cl anaes legi^teicci aitndes 
of the letter mail may luiitain only panl aatbn laimileN. It must a,!\\aYS 
coniain a registered bag, 

71, Contents of a sorting mail bag.—A sorting mail baa* may contain 
the following articles intended foi onvaid tian^nii^Moii tioni the office 
ui section to vhiih the (aig addic^sed:— 

station, bimclles; 

soiiing bundles; 

parcel mail articles entered in a uaicel list. 

It must always coniain a regrtsteied bag. 

Note.—T his rule does iiofe apply to soitin*? mad bags clo^^ed by a past olliee at 
the headcitmrters of a aide lor the local l>. L. O. 

72, Contents of a comblEed mail ba^.^ —coiubjiied mail bag tor a 
post office may contain all the axiicies inentioiiecl in the preceding 
rules as forming the contents both of staihm and sorting mail bags. 
The registered bag to be enclosed in a <‘oinbined mail bag* will (*ontai.ii 
both station and soiting legisiered articles. 
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73 * Preparation of mail Ibags foF despatcli.— ( 1 ) A Ltbel lieaim.!:? tlie 
li Hiii hf iiHki o] t i}ii of (h -.iiu i"!o 1 SI oiiid 1 )^ siaitiporl anil fastciierl 
to I hI w Ii inliif h f ith 5 mi. is in b tied and ilien looseh aitadied 

<m I tin Hiigs ni the bail Hh itli tiie lalitd'^ aitatlied 

^iioiiid te pined ns i H>!t\tiKn 8 pn>inn!s lesi the soiling i ise so 
ill it t\t iniiiiiits of the si < nsnpaitinents ina\ be leadih iiansteiied 

to tisens h« 11 ill ilu Ihl'^ i»d aiti(le> tn lie ein losed in tlie mail 
liaus h i\« bum pine! m thms tin \ si mild be dosed and soiled itli 
tin ii tf-seal It tlnu sie no aitidn^s t( n t ni a mail bag, an eiii[st\ 
iiMil bii diih { losfd and ‘•ealed ami (ontaiiune a legisteied b^ir mild 
1)0 lb pitdiecl 

(d post offn es the same (leik is not in diaige of both 

the soitnig Slid null depaitments, tin s< itinj^^ diik should use the 
soitnit^-sed HI M aiiiia bacNilosed hi lunu 

I i) When, in e\(.iptioini < ui uiiistam e>, a lelegiaph bag u to’- 
uaisled in a mail bag, tin ds ' Idegiapli liag ’ slimild be u>iispini- 
oiish “^tiitieis in led ink on the Lif»el of the mail bag 

\on 1 -^In tiu « ss( of i ostin^ su ol 14 1 i h o Ing nltlimsed to 1 | d 
oflio la A null oilae oi sfUun tk^ a tht w >rds ‘ B o s> 14 

as tU ti Jsi i\ lie ^kn^ld be wiitti n < oas|ii u aislv ai stidits-. ssek oi tU tig 
lab i I ^ iis« 1 ( id Matt i 

XoTF In iiu c 1 o ni idin k tin thu numbei of suomit and bi im k oiEte bags 
u imi einloscd in i nnil big tin s< itm »• <. feik 01 In nl soit< i is the case m i\ le 
slmuld Hu>id un tin Hgntcicd 1 '-t 11 Indtd in tkt n ni big luuiik siuwuig tlie 
taiiM ot sliuii disfuttli 01 non-di'.i itt i In t i > nUst oudtiul lutN n 11 i 
c\fbnigffi i meiiie < xpl wimg ssn b sc isons diankl b t in ios< d in Hit 211 ul I 

7 i. PIttPal mall Imgs.—It, as ai aidiaarif ciicumsiaa u th.e bulk ot 
the uiHspombme tni an' «dfi<e oi siUion u mme than a single mail 
bag fan contani, the um o^ two f»i moie mail hags will be oideied 
III tic <lin^ mill list In ‘'SiUi saws the msi! b should be niinileied 
i 1 and >o cm aisfl ih^ si \ 5 *^ sds 1 In n hIvmI sm the i ibels < t the l)agx 
Hie legisteted bag slnuibi alwa\s b phud i us ul bag Xo 1 The 
lisi rd se\eial due 111 ill bags instead d one will also be piesiiibetl 
\\liuit\ei it u desii sbb tfi limit the sia and weight of the bags to be 
cm nul 

75. Extra mail bags.— henetei, owing to the itausual bulk of the 
f oiiespimduH e tf* be de'^piishtd to an (dfi< e oi section, it is necessai\ 
io Use one 01 nioie mail bags hi e\itss of the iiiimbei enteied 111 the 
dm mail list, tlu wouU 1 viia bag ’ should he wiitien on. the label 
ol e if li additioiul mail bag ami in ]sost olhtes, the mail cleik\ atteii- 
tnui slicmld be d,iiwu to the (jicumstaiue Idxtia mad bags should 
coni an onl^ uiiiegisteied articles, tlie legistered bag being iiuaiidbly 
jiLn ed HI the usual due mail hag*, 

76* Mai! lists.—(I) The dm mad list will show in what cases mail 
lists me to ai coinpain tiansit and othei loose liags despatched 01 leteived 
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'i I lilt It i Is-^t -iicfiud in Util- t ii *1 uiit i liiii ^ 

^ t fdih ’^Uicii ilit- thu f*j Im Htntt ti ditl tfdiipt m 

1 tn* tliii 0111^ hi^, liiit uliti* ti t u*^ ilt lu iij till 1 li-t*. o! 
r niitnil-i ihn-.l <1 Ih |)H|Mini ?|jd |>l m h1 

ri'iiHii j 1 111 tiU it i '^]ii n s! fn^'- m ? i \ tr i! h ^ t n ^ iriff iii # d 

"ji 111 Infs 

{ i) l^all^ ^viluojuul In oiH -iulioii uiuthti tisd Ih ti.u aii - 

aiid liiail oHiun^iII Ih» in oiii|nfikcl In sn Uaiici/ aifiil hsf nafi- 
t.nriiiiir detaiK «>i till the luu-' dut n uiui^ii tl uiMtHid iii 

them* a him ticmal iii ul Imi tinni i!i\ i\^ Ir pufitiiiNL iiu-pectue of 
the innnhei ol htiu"' <h >| liilied, nid in tlu « i c‘ nl iiinK ti nnfeiied il 
1 fiiUiL'nio -*ttitioii In a tehcnnl i iclimii^ ci ihe < ffiUti! iTi 

disi^t ill ilielittei to the oii^u il ini in |ii«hh of hniiiu 

T’f.ienecl the imiiK toiiettH 

\oTF i Siifiei iiiUiidnct hi o \ i ut lu ainain it iidn tla n al 

sectioikif iinil b\ post ccffices \t “-I ilioti ulcii i liuii i t bt dii end 

ii 11 mi in ilc Npatc h< 1 to llic^ R iiRv n '\\ a1 xnm 

I) Z^o noHMtion mu on itn^ an onnt ho mole in the ioial’^ of ihe 
entiles III imul list pu'paied • if an imoiuct ioia! Inn Inoii eiitunl, 
th«.^ list shoiilil he fle'^iuued nnl i fic4i om piepaied 

77. Plum! tmeyt bags.—11, as ai unhaanf uh amstanu tin Imik 

ti tlif mad to he despati hnl to am othn oi sntion i mofc than a 
Miiple tiansit ha^ c*iu nnitani, ilie nse ot 1\io oi nioie li iiisit Sn^'^ 
Will he ofdeiefl in the due mu! lut In sm h t nm, the dm ii unit 
hag"* should he luimheud 1 d uul on uid the Znos should lie 
■* 111 ^ (cl on ilif labels oi the hio-^ ''Hu mail list should he piacecl 

Ii ti uisit i) i.g A"o 1 

78. Extm ti*aiislfc bags.—^TMiemner, ovnn|g^ to the aau ^ail bulk oi the 
mads io! and c^Bice oi wettioii, it is necessan to iise om oi inoie 
tiaiisit bags in excess of the nnmbei enteied in the due lit id lis^ the 
m^’oids h \ti 1 bnt. ” shuuld be wi ttc n on tlie Idnl ol cadi iddd tonal 
*1 unii bit, dlic iuiiijIhi ot e\tia tiaiisit liagN shoidcl 1 n^ im hidul in 
the itiimbei oi due imuls eiiteied in tiu m ul list as aduallt despab bed, 
iiul a note should he wntten on the mad list spec ifMiig tin* immbei of 
e\tia iiaosit hairs made up The mail list slioiild al’itats be plar ed in 
tilt usual due tiansit bag 

79. Extm iesptclies of mails.—(1) When the t\ eight of a letter o: 
panel mad io be despatched hv i post oitiie to atsothei post offiuu a 
mad office oi section oi b\ a ma! office io a post office is iiioie tlum 
what ihe oidiiiaix c slahhshmeid can cauv, the posimasiei oi the head 
soitei in chtuge ot the despatching offiee is auihoiised io male an 
eviia despaiih, hut in Ihe case of tiansii and paml bags with niiiiiheipcl 
labels, faie must be talen to toiw iid ilu bag'- in ilu oidei ot the \os 
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liiaikecl on tlie labelsj and in tiie case of extra transit tags^ to 
foiTvard tlie cine transit bag first. 

( 2 ) Wlienever an extra despateli is made, tlie despatcMng office 
slioiilci prepare tlie mail list in triplicate in tlie usual manner^ send 
tile two duplicate copies witb tlie mail and retain tlie tliird copy duly 
leceipted by tlie caiiiei on reimd. Tbe weight of the mail should be 
eiiteied on all copies of the list and tbev «lioiild be beaded with the 
woiii*^ “ Extia clespatcb In ibe leiei-ving oifiie or section one topy 
of t!ie mail l*sf «5lionld bt receipted b\ tbe po^tiiias-^er or bead soitei 
and placed ou letoid bi tbe n^ual manner and tlie otb^^i copy sboiild 
be ifdiiiiiod attested to tbe office ot cV^patch, to be used a*> a voiicber 
ioi tbe expense iiiciirrecL Tbe cbaiae sbonld be treated as contingent 
expenditure and paid from tbe cisli balance of tbe office and in siib- 
offb e*', tbe attested copy of mail list or I pavee\ leceipts should then 
be M lit to the bead office aitadied to and enteied in the daily account. 

Faceptiox.*—T il the ease of in extra drspateii nude by a rnaib officej the charge 
lor tlio coETeyaiice ot the extia mails should he p^id hy^the receiving post office and 
acroiiiited for in the same i\ay as that mciirroc! by it m making its own extra 
cfes|)*itciies. In ?ii(h cases, the ti\o copies ot the mail list received should be 
dispo-^ed ot m the iiiaiiner df scribed aboce except that the second copy should, 
instead ot lieiiig retiuntd to the mail office aftei atiestatioii, be used as a voucher 
for the expenditure mciiired 


(d) In the ease of an extra despatch of paicel mails from one post 
office to another, tbe despatcbma office must also send intimation by 
fiist post to tbe office to which tbe despatch is rnadej stating tbe pro¬ 
bable date and bom of ariival of tbe extra mail at the latter office, 
tile number of paiceis intended for it, and tbe number and weight of 
the paicels intended foi onward transmission, so that timely arrange¬ 
ments may, if necessaiy, be made to send cn the parcels as soon as 
possible. 

f4) As each charge is incuiied in a biib-ofete, tbe sub-postmaster 
eliould enter tbe requited particiilais in a statement in tbe prescribed 
f 01 Ill and when the statement is complete at the end of tbe month, it 
should be sent to the bead office entered in tbe daily account. On 
receipt at tbe head office, these statements should be checked by the 
bead postmaster or any other official who may be authorised in this 
behalf by the Postmaster-General with the vouchers on record ia the 
office, and the checking official should write the word Yerified ” at 
the bottom of the statements, sign the entry in token of having caiiied 
out the check and forwaid the statements to the Superintendent with the 
relative vouchers. Similarly, each head postmaster should submit to 
the Superintendent, at the end of the month, a statement in the pre¬ 
scribed form showing the charges incurred by his own office during tlie 
xrionth accompanied by the attested copies of mail lists and payee^s 
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receipts. Extra mail clespatclie, the cost of which caMot appeir in 
the head otiice accounts for the -auie moaih, sliosild 1 >'* -iho«n iti flu* 
next month s statement. 

(5) ihe Stipeiintendent will (oiiiileiaiun, and ictuni state¬ 

ments to the jieacl office as c^xiicklj- as oossiKie, io li.ui liKi-aoji to tbo 
PosTinastei-General with the monthly contimcent lull, oi with a 
separate letter if the hill has abeady been despatched. 

(6) When the extia mail despatches made duiuie t!,e mouth are 
only between a hist class head otiice and it, town sub and biam h u'iices, 
the statement of extia mail despatches iced not he ,ent to the Supeiin- 
tendent. 

Note 1.—The permanent staff should n it ho cnplovid to taiiv o\ti.i mad 

rlespatehes 

Note 2.—Mails intended for delivery at tlie ramp of the Siipieme oi Local f»ov» 
erninont should, when necessary be dnlt nith acundinj* to tins rule Tisis inie 
applies also to bags ot forms leaned Ihioiuh the L M S , from tin Biotk Bcp*H 
for onward transmission to anorhci po^t olfce, and to east^ in nlird h late 
accuoinlated owing to detention, oi in vlncli ibe immki td im n itc t mu* hue 
has been inuisimily swelled by the lecoipi of meih diliihcd ni tiluci t)ifi t lu (oim 
CfJience of the supply of insufficient acconiiiiodatioii hy i ulw n mis<oum( hoii oi 
tiams, uitciiiiption ot mail eommnmcation, or oUki imloie^rdi caists 

80'a Watei’^pTOof bags*—(1) When the nse of ttater-pioof hap^s hy a 
post Oifice lor mails conveyed hy boai or iiiiinciB, dining’ the muiv 
season, is oideiecl by the Biiperintendent, the mail cleik coacemed will 
he lesponsible that such bags aie used only during llie peiiod fixinL 
At the end of the lains, the bags bhoiild be kept in ilie oOite to width 
they were supplied, and not letnined to the Stock Depot, nor should 
ibe\ be used during the dry season except in wet weather. 

(2) Water-proof bags aie not supplied to the E. M. S., but if such 
bags aie leieived liy a section or mail office from a post office, they 
should be utilised for the despatcli of return mails to that post office. 

81. Immediate examlnaiion and yerifioatloii of ma!te.~(l) The iinine- 
diate examination of ibe mails received is o most iiupcutant duiy. 
Ill pO'^i offices, the mcil deik and, m sedions and mail offices, the bead 
soiter must (aiefiill} and closely examine the condition of each bag 
and satisly himself that the correct number of bags is received. If a 
mail list accompanies a despatch, the bags attiially received should be 
compared with the entries in the mail list. 

(2) If the mail deik or head soiter takes delivery of the mails as 
correct and in good condition and peimits the carrier to leave the 
office unquestioned oi does not question the official in charge of the 
section from which the mails were leceived, ihe cinriei or the official 
will be freed from all responsibility which will then rest entirely on 
the mail clerk or the head sortei, as the ease may be, in the event of 
a bag being bubsequently found lo be mi.ssing or to have been iampeiwl 
with. 

B 
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82 Disposal of mall lists reoefired. — <^ooit as tlie mails leeeiTed liave 
hami (ompaierl with the eniries in the mail lists ii^liicli accompai y 
tlieiij these docnmeiits mn^t h^ signed In the mail eleilv head soitei, 
as the c i^e m i\ hi \ili > m a llic n pnt tliei iside and at liis leisiiie 
iin rii tml pi im ihnn on o(I. piomded that this is done hefoie 
the flo«c ot tlif ^\oil m 2 honi-- m tlif f ise of c^fhees oid majl offices 
I h toie airival at the tenmnil «iatxOiij, ni the t of sections 


hursifUKs F\iC!f Di pnawiMs 

83 Meanipti of the expmssions i?e4lsteped aiticles of the letteis mail 
and ^ narcel mail articles'h—Win e\ii in (he ¥aninl mih s the^t ex- 
lu d tin ml nh le pfUntl\ the follow inclashes of 
ntnh «u 1 if H «If u ti 01 tne M)i ^e^ 111 at nv of iliem m exf liidtd — 


I 


fh: 

dill i < 

^ u^iste^ed 

ht^ 

lid p k 1 e(s 

\ 

}> H . 

^ Istf 

It 1 1 ft 

1 i 

1 ] d f 

fii 

!!! d h lf{ 

m ( udi 

1 1 

nd \ -p ^ 

ii 

1 ( d 

i 1 \c 

Itipe^ 



R( 

isit 1 

d hnii 11 s 

Hul 


lllsUlt il 

hi n 

11., 




II 


I I I 

I h nil u \ It„j-^t^ 1 1 p t K 
p rtgisteii-G paiH'*L nl 
lltsilU«, [ I d ( Ul!li i 1 ^ 

8i« Conditions regaMing registFatton imnrancej etc.—(1) The coi di 
!i^ limit 1 which paitelb ma\ be po^ttd md act dm ui du htiei 
and ]M ( 1 iiiil li \ If ml i f 1 I MU ! >i Ic p liclitcl iindei the v-p 
fav^t in a i fjtici inimnid on o t tlii siil pet will be ioiiucl in Ihe FosL 
am! id pap! (in h jki i i hit i oj piuclis Kcepted foi 
it -^luMihl I'K isuiii fu I lion file ( tudf tint insuiaiice is a'^ailable to 
office or coimtiy to Yhifh flu aiiuh is 

(2) ihgI^ttl^rd uid iiisuiefl aiiules .tddicssed to foiei^n loiintiies 
slicHild lie iif th d jii tlu saim y u as jnhuid al^l(le^ of the same classes 
and iorYaichtl ttf the offii es in foifign fvfhuige coiMeined* An 
m kmmhdLiiHiit hn a toimgn iiisiiitd aitide should home^er, be pie- 
ptMtil < iil\ li (lit piisiubed iee hn sinh an u kno’i\ledgiiiieiii is paid by 
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Cliap. 2J i 1 

!l I ( t t it 

tli< f I I _ It I 

\ >n f ^ 

to i ! 

hu i II 

i< r 1 1 !i ll 1 t 

85. Bistiagiiisliiiiil letters placed feefoii. Nos 1^1 i 

uti«1ps of ihe lettei and fuiud i I ? i I i n 

l>\ ihe f{il!o\^ l< f 11 M I \ 

rii^nif «j ut f 1« I li ^ 

\ -p ninl^ —b'v V V 

Pt>41] im! ltl<i.u[h f n ’M ^ t i 1 u i l\ i ?pkt:i 
^ O ^ iiul 

khi ^111)1 iiiuie oi di^tiiiwni ho fin i rlf t 1 ^ ^ di * 

adfpifd \]ni* ci tin "Nus m h« i It 1 

NorP - In ill I ii oi ux(>t i I ! ni 1 I ii il ^ n» mi nn Mi 
B a j B ■« iitd put i f \ 

86. No. slips pFin,'tei witli names of offices of posting.—W lit n Hit iiiimbtr 

01 uliths 1 u\ i\ io! I \ 1 p it ii^ui po It ! II 

aii offiM ^ da ^ ^! a f ilu n i m «l 1 !h ollict will, 

iliidii ilie tudns of t!.u Ih n 1 li iln i i« /n U oj list "Xn d |'h 

foi fliai piiisiiiiii its! u| pliui \ t c 1 ii h I tu 

aii\ ot}>ti No lip 

87 lekeowledf^Hiciits for registered articles — 1|) Ii ilu Miidfi ot i 
It n d tit Is !t iH '*• t ) ol i 11 u u l\*a ! ! unB < ^ f 1«! \t 

lit iiiii'.i lih^ |H d !ns|K \\ lit i\ sii |u\f Si it flit | u- 

stiilKfl jtu ilw Miulti sliould 1 h numimiNiHl ti fsll up Hu foiisi of 

Ilfkii«wlcc1i!iiu fit hsTiisclt ukI i1 Iff wights to do t ti'u c!uL oi uni 

cotihimh! nil si rno liini s t ii t ii n i i tin iiti fl 

ti'H' ^ciidti lo in t \ lo li!l up ill iuju iuiu II, tin titik toiiffUjicl 
oi IIS flu K M S the 1 1 id soiiu Hioukl pupiit in ac I , 

takinj^ spot 111 i IM it w ift tiit a iiti* ml ^ul! uldii-^s ol fto ^ t luln 

Ict^ibh II ilie ippiopinit id in ho u 1 u< wloil^ineiit should he oim 
picssad itli the ii mu-st imp lu the sp u i pit\ulul itii tlu pm pest iiui 

tlic niiiio fd ilio othio oi dt im il on slioiilsl he fh ui\ notiil oti il iri 

red mk below ihe wtod * \(! now i doim ni 

( 2 ) Tlse abbitnnlion A 1 ) ’ '^!iollld 1 h* wnticn on ilio hue to tli«^ 

aiiule 111 btdti btteis md dso ino-^s llm lueipt lot the uidci md 

repiodiiced on tlic < opv <d the leu ipl in the mpisteieil |oiiiin! 

(3) Rceisteied niuh^ ol tlu htiei in ul uid pan t K nldiesHed to 
foiemi emniiiies Im wlmh uknowhdgmenth ol iMupi aie i<u|uuhI 
hv tlie smideis should he maiked iei\ fleiilv with the woids Avis de 

b2 
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reception Tlio some eniiy ‘‘Iiuiild also oe made on tlie despatcli- 
note ii‘> ilie (a>e of toieij^Ji ])aicels v’Lidi <ue leqiiirecl to be accompanied 
In (ie^panli-iioie- 3 . Tito aiiicles slimild tbeii Ite forwarded to ilio offic'e 
of exi }iaii;_*’e cmifcinefl accompanied bv tbe special form of acknowdedg- 
Bieiit 01 leceipi in podc ard size. Tke toim slioiild be duly filled in by 
tlie office of origin, 

(4) Tbe rogistiatioii or paicel (deik in pod' offices or tbe bead soiter 
in II. If S Is lespoiisible that an iK kiHjwIcdgmentj wlien paid 
for by the seudei, id artiially forwarded wiib tbe article, wbetbor tlie 
acliiO‘v\ ledo*nlent is prepared by bimself or by tbe sender. 

(5) ’Wlieii the sender of a foreign legisteied article of tbe letter mail 
or a foreign parcel applies for an afkiiowledgment of receipt after tbe 
ariicle has been posted, or wishes to Inve an enquiry made as regards 
the disposal of tbe aitkle, he sbould be required to pay tbe prescribed 
fee and to present a written application. The fee sboiikl be conveited 
into postage stamps of eqniyaleiit v«iliie, yhich should be partially 
affixed, that is, along ilieir upjier edge, to tbe application. Tbe latter 
should then be lory aided in an imi egistered cover to tbe office of ex¬ 
change conccined and should be accompanied by tbe prescribed form 
mentioned pbi paia. (3) in wliicffi sbonld be entered an exact description 
of the legisleied aiticle or paicel (it^ natine office of origin, date of 
posting, and complete address ot the addiessee). 

(R) If tbe sender of o foieian regisieied aitiele complains of tbe iion- 
receipi yit an aclaioy lodgment ybbli has ulieady been paid for, bis 
tontplaial^ slioiild bo fo’uaided to the office of exchange concerned 
accompanied In the pies* lihed On in duiy filled in by the office of origin 
ill the nianiiei described in ibe pioccnliog paiagraph. Tf a similar 
com ] da ill I. is lec'clyed from the sendei of an inland registered article an 
atif*bted < o|v\ of the addiessee’s TOjei]tt o’’ lecoul in ib^^ olfite of deliycTT 
should be iuiinsbecl to liiin. 

88. PaMels ooatelnliig iimdinlssible coiMiMinteatloiis.—(1) Parcels tvliicb 
camfaiii nioie than <me yiitteii (‘(iinmniiKation of the nature ot a 
leitm, oi haying the ffimiaciei (d a ]unsoiial i ommiinication o'?' any such 
coiiii iiinH atioik addir* sed io a oemon idliei tluni the addies^-ee, slioiild not 
iy aciepied ioi ib-spafsli, anl il in fin case ot a private 2>«rcc7, tbe 
discoveiy ilmt iht* inle has been iitt^iruied ib made by a post office after 
ibe parcel has lieen mcepied, at nhateyei dage of its transit tbro^pgb 
the post,Jhe parcel should Ikyendoised " rontuiiis raoie than one written 
commuiiic*atinn or Contains a communication addressed to a person 
other tluin the mldressec and sent to the I). Ji. 0. direct or, wben 
tlie deiectiiig office is a sub-office, through its bead office, for return to 
Ibe sender, 

(2) An offietaJ parcel sbould not be^ refused on ibe ground that it 
coaiains more than one written communication of tbe nature of a letter^, 
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tliFlo 1- H a ^ni tu l»f4 i u‘ tiMi ’* u, \%i It ‘ II a aF]- 

it fOiiiaiii- lilt* of a IHi-iiiil liat m% Mfi i mhIu m, nifti iii.I |> i « i- 

laiii-iOcl ori tlit* iiiCHiihi til 4t It Mijjtiiii' a ^ iijF « "Imf aiidia* ad to d 

|iFl-.ij|| rjf liai iliao t t addiO -f i Ma h i |m j s%h I nitr a .i m ptul. 

sliotlid lia -aiii uij to de-.f iis itN*i , < \aa ii it hyi ■-,|v n|aOt ai d <11 in vj hLu iiy 
i^ o\ed. In --ih h j ilia i atfi s -iioMld ho «i tit tisa iftaal 

ol tlie Ciu !o ill winch ilu» olloi I lo-l’iii o -iluaiod. who wili iniiiii 
it to tile liotioe ot ilie ofKcer < oiioeriied. 

^ (3) III the R. ^M. H., o\c*iy fianel othc la! oi pii^atio loiiud to cuy- 
tiihi any ooiunuiiiic ation ot the LiihI lac-iitioii« d aho\o ^liMiihl ho ioiwaici-* 
ed by the cohc c* oi snliun coiicomod .n a piolMt ’l b mj ahifasaal in 
thejiobtmaster of the office ot dc'^iimitioii iiilei laniiie a note leuiuleil 
oil it explainiii|^ win it is so stmi. Tlo^ laifei. ohico should deal with the 
parcel in arcorclance w"ith the* contained in tlio piiMediii" 

paragraphs. 


8§. Preparatlo^n of registered bundles.—fl) Wlienevei there aie more 
than two station imimnied n^aisteuni aituhs of the !etf<*i imiil ior 
any po&t office for which a diCHit mail l> i<i i- not < icHcd, the ie|^istiatioii 
clerk or soiter, a- the case nia\ l^e. --inMihi coicIom* tfieiii in a sfatom 
le^istered biindie ioi that office. T!it* iet»oteiefl aiticlcs shotibl he 
entered in a leaisteicd ilsi and aiter lunnii aaianyaal in Ihe oidci of 
entries in the list^ they should he fitMl io^cdhel and cmcdcoed, iogethim 
with the iisi, in the picsciibcsl eineh/pc oi, h nofc'-^^an, Ui a closidi haar 
clearly acldres^tHl to the odic*e of nauon The ciivelojH should lie 
bCH mad\ fiHicmed dco^n wdh [usie and ihem Mailed wifli good siaiHiio* 
wax. A No. should la* to if c or ifRpondina In the iiiimla*? oi 

articles it coiitainb, pus eded h\ ihn di o inn lushlau liitei '' li. Ih'’ 
il a liag lias to be lisod, li should he mojIch! in tin oidiiuuy wa}% and 
an envelope piepaied in the manner indicated ahcnc should lie atia< iiad 
to it Us a Lihel. The icgishmsl hniidle mnld llnus he pLued s\itli 
other ^‘liiAtned aitide^ inside the icu Unmi lax uiidco piepaialitm hu 
file '-cMdioii or olfica^ to which the inaiR loi the oflii <»■ to which if 
addiobsed aie Mud. A separate rced'-tcucd IruhUc and, wlieie neccHsari, 
a sepaiate legiAeied hag should he prepared toi eiiclodng rc^gisteied 
articles intended foi tiansniission h} th‘ JhtMu-Caiio Air Mall Hmvice. 
An. Air Mail lalad should be pasted to the rc^gistcuanl envelope oi to the 
label of the registered bug, as the case may he. 

N0Ti."^In cases where* dosiiti hac,s me used feu- cnilosiufa: rexostorect biiiiilk's. 
the niiroher of hags so used should bo wntteii in %%0Td'> and figures at I ho top of 
til© registered list. 


( 2 ) If OE any date the name office or beediow makes up two or inoia 
registered Inmdles each containing the same number of artiede^^ the 
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elite id on the iegi->teie<l bundle and in tlie due legi^teied liht in 
“\~\liicli It is iinoKul should the iiiiiie oi the office of flestiiiation, 

ill Us ■— 


II » Kl? > 
Iltiiii \na 


f i) llu Ic tills 1 1 ) should be uldxd dtei the mine ui the 
I f st hn\ii iii tin nldiess of the u^istijed bundles ioi the plates sliotTii 
h h)\\ io] ahuli loun dtlitfi^ soitiiia Js done b\ the It M S except 
b\ iliose strii His^\huli pdfoiniibis i\oik — 


Eoiiib n, Kolhapiii, Moiilineiii, 

i bile Ilf ta, itadi is, Rangoon, 

J)ai]tfJing, AlandaLu, Simla. 

(4) 'Ifciiitonil jegisteied bundles should, \^lieie piesfiibed, be pie- 
puai in t!ie same mannei is stitioii legibteied bimdies except that the 
CIA elope m label should be supt i sci ibc cl with the name of the piovince, 

«le ulj-definul tract of (ounii^ oi fmeign counti^ to which the aiticles 
Hi the In'uidh aie addiessed as well is the name ol the office oi section bj 
wli.!< li the bundle is to be opened 

\oix 1 Htgishiod aiticks toi desuitch by the weclJ) oiitiiard English mail foi 
ollicts 111 Gn it Buiaui and Noitlicia fnlind and the othei foieign countne& the 
to wliic ii lifs LIU Bonihaj^ should he < nclos d in a tointori d legistered bundles 
ifldiesscd to Bomb A toi ei^n ’ Siicli ic led biiiiflks^^ will be opened and 
tihii uniUnts ik lit with b\ loiti n ns til so tan oi th H M \ m ibe in\ cn 
wtiiih tluj woik HI tonmuion vcith the wukb out v \ui L igasli xuiil an* uji the 
otiu I diss ol tin vAtk bj fciie ioicigii Fust So tioii oi ilu Bomb i’c G P 0 

\oir 2 I iisssuiid icgisiucd vi ticks ioi dtspitdi io the D L 0 iim\ le sent 
at It H lilt I hi n its ttkJu s d to tin I) L 0 

K i lid uisik hi I ck sit with In \ mail ofhco oi section may, 
until tin old t H’ the Po^tniistu ueucial be put up b\ another mill 

c If (i OI s« (Inu Oi itgistti (I butidks 

90 Prepaiat on of re^^istered and parcels lists-~|J) hen the mails 
lA iindii pu|HiatioB ioi dcspiich legAieud mi piiid imis should be 
pApaied riu total numki ol legisttied tides foi despatch with 
I 1 ugi i ml m p lie el Imi Nhinild be tiiftied in the legisteied or paicel 
i ti H ! ami « uh suth aituh diouhl then be eistcicd m the legisteiecl 
o pued list h I tiii odne oi set i ion to which it is to be sent. 


id) A pniel Imi skonltl be picpiicd e%eii da^v foi each post office, 
11) 111 oifii e, 01 sei tuui to wliidi ilu soitiiig list shows that paiccd mail 
iifulc UI i\ Ih sent whdlui tlieie ue pued mail aitides ioi despatch 

thiie lu no panel mail aitides Joi despatch 
mill a paiml list, tlie blank list to be sent should be diilT stamped and 
miietl, ind iht wind ‘‘ Wr sfioubl In wntten m the places foi totals. 


\iiii ill nodeluiA oflTitts whith uo ot luthuustd to clelner from thoir 
iiHHioa HI Iirid uul uilue PA iblo utides imwdmg the piestnbtcl limits oi ^alue, 
thi tot I mimku oi HgAtuiecI irhdcs and or of parcels despatched eacli 

«i\ shuiikl reeouksi on the back of th© last used page of the ix^gistered journal 
fm the tiaj instoad oi in th© pircel sktract 
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ri) In file case oi inlaiifl paird^ cliirpi-nl ^Mth ni^iom iiiii\ 

oi at 1(111 (o (itlin let, 03 ike ainomii diie ^lioiikl la n tt<t 

agaiiid ilie eiitiy ol tli« paicel ni tht puul Int llu 

letieis pii M Tilled im th( ditteitiit ui paial'. hi um tl 

uliei) ierpmed 

(i) Eegisteied uid ]nifci lisi'^ ^Itould la pHjHitd ii du|»!i< ui In 
jiieaiib of roiboiiif pipei ind, if lij ikni oih ni^niiiul ui pnu! 

IS flowed fc)3 aii^ oliiie in sectioti i Mpai ite hd should la piipiioi! loi 
eifli hag The iippei Ipetifil com) shuiid ht kepi on moid iiul tin 
loAiei (caihoiiK) copy '^kould f»e dtsp i\{ lud 

( 1 ) J lie ickno’iduliroient'H (il am) idiiiii. ii tk pmiK 

eiUeitd in each pncel list ind tlie icuipts pM p u ^ In liiditii dli 
oi (\f1iangf in (onoKtion with un\ iid n n piiul w li 

as tliD>e lelatirig to iiiliiiu! fun f K d n^ed u dk f iistoiiis diih slioiild In 
aiianj^ed in the oidi i of tk< uiin>s iiid lit h la d to tlie (o|n oi ihi 
paicei list loi de^palfh 

ill ll Hi\ coiicftnai is la ulc to ila fniu< <1 tin \os oi ol la 
dill > ol posting ill I list, If slaaild hf ttlmiM) In 1h iiilnls ut tin 
cleilv 01 set! lei (Oiiferned hut no am tit n n to tnq at ioun! lo ht itotiit 
ill ihe fatal of f1i€ (nfitfs tn a h f [i m unoMut total li is ben eiituni 
Ilia list tin list siioiild he drstio\fHl oid a tush ojo pupauil 

(71 dlu total inimbn oi aitak to Ik suit mitli lafli list wnl tlu 
detills, t'oi ’ftliidi Hfwtes aie pioudid it fk< foot of thi In! aoiild 
he cateied in \\oids Ii theie m \n\ iiiouf \ ouU i nou lopis ioi 
despiuh iiilh a legisteied list iht told Tiiiialiei «d sudi emilopes ilso 
sluiiiid he niiuul sqm iteh \i the fioi oi tlu list la the space pio^idc^d 
i ji lilt piupo'^i d he list should then hi siniipul uid signed h Hit 
cleik 01 soitei (oHceiia^d 

i8) Ill post ofiues, legisteied aiiieles of the hiiei luail lot hi uuh 
ofiices IB auiniat i^hidi aie auihoiisid to peiloua iq„i it nioii wuk 
iiulepeiiduith should In imdi ovu luih tii u guti u I iisls to the ^iih- 
oiiniit deik, iiiuiei ucupt to he tikui iii the legitiud ahdiut 
llii^isteied lists loi In uuh offices of this clasn iie due doc iiiueiits 

(9) kitules ugisieied in a post office ioi delu'eic lioni tin office 
itsdi Ol iioiB am ol its la iiah offices mhuli aie not aiithoiisu! to 
periona leguti ifioa i;\oik independuit{\, dioidd he eiiteied in a st itn n 
legisteied list 

Noil fiisiii'etl cindiiH -uii iosuihI hiinlks shoiik! Ik eiituu! ui tit s iini* 
u lists and p'hud ai tfu sime uai'^kied kigas othti icKuitnd niulm ot 

tin Idtii 111 ul then au no niHUitd ointlca^c's qi kiiiMiks dopiitch the 

ntad \d s! >ald Im itiiued in tin hi at prouded fit tin loot o! tin rip,isleied 
list Tiisiiiul plods hoidd he uitcud in tin .sane paud lists as otliii legife*- 
tiled ptuds \ -|) in tides shonicl hi enttred in the snne ugistued or pand 
lists aiul ill the saiee \un h oitlmarj'' rogiBteied ai tides of the litter oi iiaric*! iiwiil 
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91, Closing of fegistawd and pa3?cel bags.—(1) ‘When a registered or 
parcel bag is to be closed, the articles to be placed^ in it, and, in the 
case of registered parcels, the acknowledgments (if^ any) should, be 
examined witb a yiew to the correction of errors in sorting. The articles 
should then be checked with the entries in the list concerned, and the 
total nnniber of articles advised in each list shonld be compared with 
the number entered in the appiopriate abstract. 

(2) The registered articles of the letter mail should be arranged in 
the order of the entries in the registered list, tied in a bundle and then 
enclosed with the legistered list in the bag which shonld be closed and 
sealed with the registration seal or, in offices and sections where this 
seal is not in use, with the date-seal Registered bags mnst always be 
closed and sealed in the presence and under the direct supervision of the 
registration cleik or registration sorter, as the case may be, and he will 
be held responsible lor the coriectness of their contents. The name of 
the office or section to which each bag is to be sent shonld be written on 
the piece of paper placed nnder the seal, and the bags shonld be made 
o'^mr under receipt (to be taken in the registeied abstract) to the sorting 
clerk or head sorter. 

(f3) The parcel list should be placed with the parcels in the paicel 
bag whiih should then be labelled, closed and sealed with the parcel 
seal 01 , ill offices and sections where this seal is not supplied, with the 
date-seal. Paicel hags must always be closed and sealed in the piesence 
and under 1he diied supervision of ihe paicei clerk or parcel sorter, as 
the (ase may be, and he will be held respon^iible for the correctness of 
ihoH (ontents The receipts lelaiing to inland paicels charged with 
customs diiiv [iiul to inward foreign parcels and also the acknowledg¬ 
ments, sluiiild be attached to the relative parcel list. Parcel bags should 
be banded uiirler leceipt to be taken in the parcel abstract to the mail 
cleik or head sorter. 

(4) Care should be taken that only bags which are in every respect 
Bound and strong are used as registered or parcel bags. 

92, Clc»ing of Insured bags.—(1) When an insured bag is to be closed, 
the insured paicels for despatch bhould, after entiy on the issue 
side of the paicel abstract, be shoun to the pobtinaster or head sorter, as 
the case may be, along with the parcel list in which they are entered. 

The instired parcels should then be ]daced by the parcel clerk or parcel 
sorter himself in the insured bag m the presence of the postmaster or 
head sorter. 

(2) The insured bag should be closed, sealed and labelled by the 
par(*el clerk or parcel sorter in the presence of the postmaster or head 
sorter in the manner described in paragraph (4) and should then be 
aceuiately weighed in his presence. The name of the office ur seetipib 
of destination as indicated in the parcel sorting list should % 

ill 
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on the iiisniecl label, and the weight {ui tf^Jas) of the bag slioiiltl bo 
clearly noted thereon, in words and in ink, in the place provided as %ell 
as in the paieel abstract against the entry ot the name oi the post olhfe 
or section to which the insured bag is despatched. 

Notc l.“~In the R. M. S,, the instuictions about ^veigbnig tbo mscired hag and 
recording its weight apply oni> to serf mg mail o^ces. 

Note 2. —In no-cieliveiy offues, which are not authorised to fk>ii\er from their 
window insured and v.-p. articles exceeding the piesdihed limith (»f value, ihe 
weight of the insured hag should be noted on the office copy of the pair cl Iwt des» 
patched. 

(3) The postmaster or liead sorter lull be lesponsible that each bag 
contains the eoriect niiinbei of insured parcels, that the msnred paieels 
hine not been laiapeied with befoie despatched, tluii the lugs used are 
in good eoiulition, that they aie piopeiJy tlosed and seahn,! and tliai the 
weight is entered coireetly in ink on the iiHun*(! label and ui the paical 
abstract. 

fP Light dosiiti (doth liags slumid always be used fen* iiisiiied bagn 
viinrii hIioiiM be* closed, sealed and labelled in the tollowing mannei : — 

A blue tag label sliould be fastened to a piece oi shong cuid 
which should he tied tightly lound the neck oi the bag and 
knotted in tno places opposite each other; the ends of the 
coui should ilicm be parsed tlirough tlie holes of a tin seal- 
lioldcn ami again fastened in a knot. The iiiHiiraiice seal^ 
a here pio\ided, Hhould be impiessed on good ied sealing- 
wax a])plied over the knot of the emd in the liollmv of the 
itn seal-holder and also cw-ei tlse knot at point opposite, 
under which a piece of papei should be first plac'ed in 
oidei to picnent damage to the bag. An itiBured label 
should be pasted to tbe tag label. 

0S. Use of more than one registered or |»rc©l bag for the same ofiieo 
or seetiom-41) When the number of registered articles of the letter 
nniii or paieels to be despatcdied to a section oi office iiec*essiiates the use 
of more than om‘ legiskued oi panel bag, the labels on the bags should 
be ideally nwnbeued 1, 2 and so on. By the side of the number niiiiked 
on the label of bag Ko, 1 sbould be w lit ten the total iminber of bags 
fonniiig the despatch, thus 1/3, 1/4, etc*. The bag made up last should 
be numbered I, so that the total mimher of bags can eoiiveiiientlv be 
noted on the label, 

(2) A separate registered or parcel list, as the ease may be, should 
be placed in each bag, giving a detail of its contents and bearing the 
number given to the bag, iliUH Bag No, I Bag No. 2 and ** Bag 
No. 3 in the case of a despatch consisting of three bags. By the side 
of the miinber written on the list encloBed in Bag No. 1 ahotild be entered 
the total number of bags forming the despatch, as in the ease of the 
label of that bag. The receiving office or section should see by tefarenco 
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to the second luimber on the list enclosed in bag No. 1 that all the bags 
comprising the despatch have been received. If, from any cause, bag 
No. 1 is not received along with the others forming the despatch, the 
irregularity should be noted, and a telegram sent to the despatching office 
or, in the case of a section, to the record office concerned, intimating the 
non-receipt of the bag in, question and enquiring what the total number 
of bags, used for the^ despatch was.^ 

Note. —Beceipts for inward foreign parcels and inland parcels charged with 
cnstoms duty, as well as acknowledgments, should be attached to the parcel lists 
in which the parcels have been entered. 

M* Usa of i®ickeB liaskats in plaee of parcel bags..—Where wicker 
baskets are supplied for use in place of parcel bags in direct mutual 
exchanges of parcel mails, the baskets should be treated by the offices 
concerned as due to be despatched every day (except Sundays) even if 
they have to be sent partially filled or empty. Any office having parcels 
to despatch on a Sunday should send them in bags. The baskets should 
be treated in every respect like parcel bags, the number of bags and 
baskets being entered separately in the mail list under the head 

Details of Ifnusual Mails ”, 

95. Insured articles irregularly accepted.-—If an insured article 
has been irregularly accepted for an office not authorised to deliver it, 
the first office or section detecting the irregularity should return the 
article direct to the office of posting for x'e-delivery to the sender, en¬ 
closed in a protecting cover or bag, as the case may require. 

96. Opening of registered and parcel ba^ and examination of tbeir 
contents.—(1) The registered bags and bundles addressed to an office or 
section and the insured envelopes and bundles addressed to a post office 

s, liouId be opened by the registration clerk or registration sorter", and'' 

t, lie parcel bags addressed to an office or section^ by the. parcel clerk or 
parcel sorter, as. the case may be. ' ' 

Note, — Insured envelopes appertaining to letters for, "delivery from a post office 
or, from branch, offices in account which are not authorised to perforin registration , 
work independently should be ,.preserved until.,the addressees’" receipts have been 
obtained. Those appertaining to letters which-are redirected .or' sent,, for delivery, 
to branch offices authorised to perform'.registration' work 'independently, needMXot 
be .preserved. , , ' ' , , 

', ,(2); 'A11 the, registered articles and parcels (including. he'avy'registered 
packets received in packet bags and parcels received'in ,'mail bags) sheuld' 
be 'earefnlly examined and compared with 'the - entries - in the: .registered 
or parcel lists.,'and- the lists should then ,be .signe'd.. The,4otel.:,number" 
"'Of articles ''receiv.ed'with each.-pgistered 'Or- parcelTist'should-'-be''en 
on the receipt side of the registered or parcel abstract. In examining 
a'regi'stered article or parcel, the place where the No. slip, stamp label 
or any other piece of paper, etc., is pasted to' the article,-uwhether by 
the sender or by the Post Office, should be spfeieoted to 'mipaute scrutiny 
,, m as to detect any attempt to conceal sig3a4;.pl.ti«|3i««n -r' 
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(Sj liisiirecl eiu'-elopes and 'registered and iiisiired iHiiiclles slioiild be 
examined with ispeeial care to see that they are in griml 
they have been prc^perly closed aiul sealed and tliat the <euLs and lastim- 
iiigs are intact. Any imperfection, however sligtit, in any fd’ ihese, 
respects sliouid be immediately brought to tlie notice ot the postiinisitO' ■■ 
or head sorter, as the case may be, and a note of it dioulc! be made 
on the envelope or bundle and in the'registered list wiih whidi it \uis 
received and, in the case of an envelope or Imiulie lor onward iram*- 
mission, also in the list with which it is despatelied. 

(4) Except' in sorting sections, each, insured e'ii'veli)i:ie and' insurei! 
bu,iidle should !,>e weighed .and -tlie ii\'eig}it thus ascfn4.ai.iiCH'l ■ eii;tcrred 
the registered' list with w'hie'h the e,nvelo|>e or Iniiidle was recncived 
and, i,n, offices of delivery, also o-ii 'tlie eiivelo'pe c«r biiiiille itself. ,'If t.liis 
weight agrees witli tiiat e,iitered on. the envelope or bundle hy the oitii’e 
of |)(,)sting, or if there is a slight d.i.fferen:ce in 'weight not giving rise 
to suspicion that it Ims been tampered with, tlie tuivelope o.r bundle 
should,' in'o'ffice of delivery, be opened arid,its contents taken out in 
the presence of the postmaster and stamped by the Agistraticm c,4.erk, 
while ill sorl'i/iig offices it 'should .l>e forwarded onwards, a iiot'e o't tliO' 
difference in weight being made in the 'registered list 'with whidi the 
envelope or 'fuimlle is despatched.- If, 'however, the di'fferiice in'rveiglit 
or any other, cireuraatance .gives rise to suspicio:u of ta'iiipering, 
envelope or Imndle sliould be 'ina.ile over 't-ino'pcried to tbe }')o-st'Hiastei‘ 
or head sortor, a.s tlie case may be, wh.o will dcml wdtli it, in accorda,i,ic.e 
with tlie rules relating to Investigations. In offices of delivery, i'i:is.iire.d 
lette'i‘s should be e'x.aniined in the ■ manner prescribed , above both, .'for 
registered letters a,iid insured e'nvelopes. weight of each' letter 

should also'lie. checked with tliat noted on it by the c)fli.ee ,of posting' 
and it slio'iild be seen that it bears the date-stamp i'm;pres.sion of. that, 
office. Any im'i^erfeetion or a.ny discrepancy in 'weig'h't or the abserice 
of the date-stamp impression of the office of posting sliould. lie 
(liately brought to the notice of 'the postmaster. 

Note.—W li€*ri a tui inher. of i'astired^ lette-rs''for dal.iver',Y are 'recc-i'vecl l>,v a town 
"sah-ofee fro'm its lieacl office or from another to-wn s'iih--offi,f*e finder that hesa! oflke 
eiie1osf'‘(i i'li 'a pa|'a.-:r rove!' or taig, the cover or bag sln'iiltl be exaniinecl aii.d wo'ighed 
'and tl'ie '\vf,‘igh't 'shonld lie cheeked in. the 'manner pr<'«.cri!':i0d for ins'iirecl ■ bnnciles or 
insured bags', as the case may require. 

(.5) In, post office-s, registered' ■a.rti.cles 'and 'parcels .with-,tlie -.ack-iiow^- 
lecigments, if a,iiy, should .be ■separated into—, ., 

- , those for. .delivery, .and 
tlios'e'.for onward transmission. 

'The former should ..be-stamped,'(this ffieing'done^ .b^’* the reg^isiniiioii or 
parcel clerk himself in the ease of r.egistere,d 'artiel.es) and pul aside for 
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distribution, and tbe latter should be locked up till it is time to prepare 
the mail for despatch. 

Note. —So long as insured articles remain undelivered, they must be kept under 
lock and key. ]f they cannot be delivered within a reasonable time, they should be 

iiept I a tile office safe, 

(6j The registeied and parcel lists should be stamped and placed 
on record^ the registered lists received in registered or insured bundles 
being kept attached to the due registered lists in which the bundles are 
invoiced. 

^ NoTE.—When a money order form relating to a value-payable article is not re¬ 
ceived with tbe a 1 tide, the first office or section detecting the iiregularity should 
note it in tbo registered or parcel list with which the article is received and 
also in the list with which it is despatched in the case of articles for onward trans¬ 
mission, and report the irregularity to the Superintendent of post offices or first 
class postmaster to whom the office of posting of the article is subordinate. Inter¬ 
vening offices or sections which may have to handle the article should repeat the 
remark in the registeied or parcel lists despatched by them, and in the office of 
delivery, the iri’egulai ity should be noted in the error book. 

97* Examlnatfon and opening of insiomd bags mceived—(1) Insured 
bags will be received enclosed in parcel and mail bags and in tbe latter 
case, iliey will be made over undei receipt lo tlie parcel clerk or parcel 
sorter, as the case may be, by tbe delivery clerk or tbe bead sorter, 
respectively. 


(2l Each insured bag received must be carefully examined at once 
in tbe preseii? e ot tlie postmaster or bead sorter, to see that it is in 
gjsod order, that ilie fastening and both seals are intact, that the seals 
aie those of the despatching* office or section, that they are legible, that 
they are im]}ie&sioiis of the iusiiianoc seal (if tbe despatching office is a 
lirad office, sub-office auilioiisod to use an insurance seal, mail office, 
or section), ibai the stit<‘lung of the bag has not been tampered with, 
and that there is no rent concealed by tbe fold of tbe bag. 

(d) Each insured bag leceived must be caiefullv weighed and the 
ascertained weight should be cliecked with the weight (if any) recorded 
on the insured label. If these weights differ, the bag should be given 
iinopened to the postmaster or head sorter who should open it in the 
presence of witnesses and deal with it further in accordance with the 
rules relating to Investigations. If the weights agree, and in the case 
of iiisni'ed bags bearing labels on which the weight is not noted, the 
bag bIiouIcI, if addressed to the office or section, be opened and the 
contents taken out by the parcel clerk or parcel sorter himself in the 
piesence of the postmaster or head sorter. 

(4) Insured bags are not weighed by sections, and no weight is there¬ 
fore entered on the insured label of an insured bag closed by a section. 
The -weight must be entered clearly in ink on the insured label by the 
receiving post office or mail office. 
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9§» ExamiiiatioE of iBSHfaii pu?cels racsalfad.—^Insured parcels received 
wlietker ia sortiag or ior delivery^ Biust be careliilly axaniiiied by tke 
parcel clerk or parcel bojier, ah tlie <ahe may be, in tbfi prehciiee of the 
postmaster or head soitcr, rchpeetively, at ilie iiitie tlio iiisiired bags 
are opened, to see that tbey are in good famdiiioii, that they bear 
the date-staiiii) impressions ot the ofliees ol pobtiiig, that they have been 
pi'operly packed and sealed, and that the seals, feeding, are intact. 
The parcels should also be sciiitiniscd in ihe ofaiiner prescjibeil ior 
niiiiisuied jnircels. Eacli paicel should then be \^eighed ami tlie ascer¬ 
tained weight (ui lalah) should, after (dieek ’yviili that enieiecl on the 
parcel, be recorded on the parcel list with which it recehed. Any 
imperfection, however slight, or any dihcrepaiicy in the eight, or 
the absence (»f tlie date-stamp impieshiou ot the olfit^e ot posting should 
be immediately brought to the notice of the postmaster or head sorter. 
If there are no giouiidh ior suspecting that the paierd lias been taiupcred 
with, a note of the detect or discrepancy sjjould be made on the paicel 
list \\itli which, it was Tecei\ed and, it the paicel is for onward trans¬ 
mission, also on the list with which it is to be despatclied. Tf theie 
are grounds for buspitiou, tlie paicel should be made cntw to the po^t- 
master oi head soitcr who will deal with it in rnaoidance uith the 
iiilcN relating to Invc‘stigatiouB. 

Note Tn t,!ie B. M. S., the instructions about weighing the parcels and 
recording tlieir weights do not apply to ^ctUions. 

No IE 2 ,—Fareeh posted it I nipt rial post offices situaitvl in home> Indian States 
have, beioie posting, 1o he taken to the custom-house, wheio they are sealed by 
the aistom-hoii'-e authorities m token of customs ducsjiaviiig been paid; and conse¬ 
quently, .infeured jmrcels imsfed under smh <oiiddions bear tao difkroiit ‘-eai 
impreshions and frequently two different kinds of^ hialing-wax. In siicli cases, ih© 
parcel clerk or pared sorter must see that the of |iOsfing has widten on tho 

pared the words ‘^Custom-house seals addi*d to ihi^ parcel t«>ta! iiuinbor of seals 
Inumhfv)^^ and that tins number coiiespouds uith ih number ol seals born© bv 
rlie panel If tbo not© has not^bein entered on th© pared, the parcel clerk or 
par<’i4 sorter should hinnelf add it. 

99, Defideacy in fees oi? posts^e m Fegistafed ai*tloles and imfegis- 
tered pai^els—(1) If the postage including the registration or other 
fee, on a registered article of the letter mail or insured letter received in 
a post ofRec for dcli\erv is iouiul io be itisulficieid , the registratiofi cleik 
iiiiibt biiiig the bict to tln‘ notice oi the posiimister, who eliotild note 
ilte weight oi the aiticle on the cover, wliether it is insured or not, and 
obtain the cover from the addressee. 

(2) The parcel clerk should similarly bring to tlie notice of the post¬ 
master any deficiency in postage or other fees prepaid on parcels. For 
this purpose, the parcel clerk must examine all fitation articles of the 

S arcel mail received and weigh them, if necesBary, in order to see 
lat: — 

(a) in the ease of all registered parcels (instired or iminsured), 
the postage stamps affixed to the parcels or to official labels 
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pasted on tliem represent tlie full amoant of tlie postage- 
and piesoiibed fees, including any redirection fee wliicii 
may have been prepaid; 

(h) 111 the case of all unregistered parcels, the postage stamps 

affixed to them or to official labels pasted on them repre¬ 
sent the full amount of the postage and redirection fee in 
case the latter has been prepaid. 

Note 1 —In the ease of rediiected parcels (registered and unregistered) on which 
ledirecbon fee is lecoverable from the addiessee, the parcel clerk ninst see that 
the eoriect amount of fee has been marked on the parcel and, if any incorrect entry 
has been made^ bring the fact to the notice of the postmaster who should coriect it 
under liis initials. 

Noil 2 —In the case of a parcel redirected by any branch office, it should he 
shoi’in to the postnia&tei 'who should check the amounfc of rediiection fee, if paid, as 
as the entiy “llediiocteci postage ” oi “Rediiection charges paid 

made theieon and initial the entij in token of his having carried out the check, 
ll the IS made m \einacuLu hj the hranch postmaster, fresh entry should he 

macie be the postinastoi in English. If any inland redirected parcel is received 
from a bunch office as lefused the charge for ledirection should be cancelled under 
the initials of the postmastei 


(*I) The postmaster should lepoit the deficiency to the Superinten¬ 
dent to 'whom the office of posting is suboidinate, the report being 
acuompained in the case of inland articles of the letter mail, by the 
cover obtained from the addressee. In all such cases, the official in 
fault in the office of posting will he required hy the Supei intendent 
conceined to pay a sum equal to the deficiency. The amount recovered 
should be converted into postage stamps which should be affixed to the 
Superintendents lettei ordeiing the lecovery and defaced with the date- 
stamp ot the office. 

NoiF —This lule may, under the orders of tho Head of the Cfii'cle, be relaxed in 
s^uecitii (uses vben it is quite cleai that the official concerned in the office of post¬ 
ing V IS not to ])Lime, or wheie the penalty would be too great m comparison with 
the fault committed. 

ExcFPriON—This lule docs not applj to inward foreign parcels. 

f4j If the deficiency is detected in soiting or, in the case of an 
article posted at a bianeh office, in its account office, the attention of 
the office of deliveiy should he drawn to the deficiency. In the latter 
case, a note should also be made by the account office in its error book. 

(5) In the case of outw’-ard foreign articles, the office of exchange 
will, for the puiposes of this rule, take the place of the office of delivery. 


GrEOTSBAL. 

100. Ifse of the tern ** SupeMntendent ’h—(1) The expression 
Miipeiinlendeiit includes both Postal and E. M. S. Superintendents^ 
unless it is clear from the context that only one of these classes of Super¬ 
intendents IB meant. When used to signify a Superintendent of post 
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oftiiies, tlie term also moiiules a fiist-ola^s postma^ei p\iept \\hm 
ilieie is anything to the contrary in the context, 

(2) WJierever it is biatecl that a po'^tnia^tei slionlcl siiinnit icptiite, 
letiiins, etc., to the Bnpeiinteiident, it !>c uiHleistooil that if 

the postmaster is a fiist-sdnss postma^tei. he shonh! ileal tliens 

ill the same way as a Bupenntenileut of po^t oiiii cs, unless amthifig 
to the contrary is staled in the context. 

Sow .—When a town, sab or branch office n nuclei the siipeivision ot a 

head postmaster, he will’ exercise all the tunc tions ot a hnpeoiitendettt in respect 
of that office. 

lOi, Dse of the term Ftet-class head ofttoe Wheucei the tenn 
hist-class head office’’ is nse<l, it lutlndes Pie>idein\ olia c^, e\u'‘pt 
when letereme is made to piocednie -whir Ik uiidei the special oiders 
of the l)iie(*toi-<ieneiaL does not apply to Ftesidenej offices or any 
|)aiticiilar Presidency office. 

102» Use erf thetem ** Unpaid aFfcicles —Wheie the term unpaid ’’ 
ih used in respect of a postal aithde, it medudes insuffiidentlt-paid ”, 
except \%heie both the terms aie used ui contra-distinc tion in each 
other. 

103. Book of p€6taiarks.----(l) A hook in the pieseriherl form niust he 
kept in eveiy post office and in eveiy recoid oth<*e in whii h impfcssioim of 
all the stamps and seals holding^ date otliei niocalde tvpe slioidd 
he taken daily before the\ aie hioiighl into use. In pod olfues \diere 
special deliveru stamps aie supplied, the delueii «leik ■should exarninf 
the Ixjok before each deHxeiy to see that the required < haiige has been 
Muiecil\ made, and in all * offices and sok lions ’v^here stamps hidclini? 
date oi'otliei movable f\pe aie used, the < leiks oi soriets in cliaipe of 
seveial depaitmeiits or sets cmiceined should exam me the book to 
see that ilie t^pe is csuuectly and punctually changed and are responsible 
that they are kept clean/ Tn eveiT case, the official respoTiHible foi 
the exaniination should initial tin impM‘s-if us ni t4»kni of^uniiq; carried 
out the c'lieck. 

(2 1 The petshuaster or recoid tdeik in lecfuiied to see that this rule 
is cioried out and that the impiessious aie distinct and «1eia% and lie 
fehmild initial the book eveiy day aftei all the niipiessioi)*, for the flay 
blue been taken. 

10i« LetteP-b0X».“(l) Letter boxes aie placed in 1 .M S. vans, 
public thoroughfaies and othei reniral positions, and a.ie iiiteiidecl for the 
leieption oi unregisieied aiticles of the lettei mail. 

(2) TiCtter-boxeR are of two kinds, fi^ed i\ml portable Pillar and 
other fixed letter-boxes are elearad at intervals, and if outside the 
pout office, their conteils are biomght in bv lettm-box peons or othei 
imiordiimteB; or, in the case of letter-boxes located at rail wav stations, 
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w-kicli are cleared by mail peons, tbe contents are either brought to» 
the post office or handed by the mail peons to the R. M. S. officials 
Portable letter-boxes are brought by the letter-box peons to the post 
office to be opened and cleared, empty letter-boxes being left in their 
places. All portable, wall, and pillar letter-boxes are provided with 
movable hour or,date plates. 

(3) The hours at which, and, in the case of letter-boxes placed in 
rural localities, the days on which, the letter-boxes are cleared, shonldl 
be marked on them; and they should be kept locked or sealed. In 
fixing the hours of clearance for outside letter-boxes which are cleared! 
for daily despatches or local deliveries, the time actually occupied by 
a letter-box peon in going his rounds must be ascertained as the first 
step, and for this purpose a clerk, town inspector or the postmaster 
himself shotild walk round the beat with the letter-box peon and note the 
exact time required for visiting each letter-box. The hours of clearance 
can then be accurately fixed with due regard to hours of despatch 
or to local delivery, as may be necessary in each case. 

(4) Letter-boxes at railway stations or attached to B. M, S. vans,, 
and other letter-boxes in which, for any special reason, it is not desirable* 
that any articles other than letters should be posted, are marked 

letters only '’h 

Note. —^Large official or other letters which, owing to their size, cannot be posted 
ill the letter-box, may be received by hand at the window of the van, or office. 

105. Certllioates of posting.—(1) Certificates of posting should' be- 
granted to the public under the conditions, and in the manner, laid down 
in the Post and Telegraph Guide. If a certificate of posting prepared 
on a piece of plain paper is presented, it should be accepted and pasted- 
on to one of the prescribed forms, before it is returned'to the sender. 

(2) Certificates of posting should, if required, be granted for postal 
and telegraph service articles without any fee being charged. 

106. Officials not to affix post^ stamps to articles.—Officials, of the' 
Department ,ar^ stxnetly prohibited' from affixing postage, stamps to 
letters, packets, or parcel mail articles brought to an office for despatch;'- 
this must always be done by the sender of the article or' his messenger, ' 
This''prohibition' is specially, applicable to articles tendered for registra¬ 
tion, and, the postmaster,^ head sorter, or , mail agent, as'the,, case''!may:' 
,be,.,;will be'd,ieM: responsible ifhe. allows any'of\his''subordinates"''to**'. 

'■ 'receive cash m payment of .postage or' registration ,or ,insurance fees.'''' 

''1§7;, S'tampliig*—(1) The iollow.ing' instructions',','stamping mustf- 
be carefully observed :'—'' 

(a) Postage stamps borne by articles of all classes posted should 
be defaced by separately' impressi'ng"'the'combined date-- 
stamp or, where this stamp is not available, the date- 
stamp over each postage stamp, Bostage stamps founti 
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uaobliterated oix station articles reeeiTecl for cieliYcrj or; 
on. artieleSj ■ passing in sorting' should be , defaced in tlie 
same manner. 

NoTE.—Stamps otlier than those of British ■ India, whicli cannot, aacler the 
fee recognised in payment of postage, should not be defacc^d. 

(b) Unreffistered articles of the letter niaii posted beariiig nii"' 

postage. stamps should be impressed on the back with tlie- 
date-stamp. ,■ 

(c) Unpaid and insufficiently paid unfegtsleted articles .posted or 

received in sorting without having'been taxed w'itli postage 
should also be iinpreB'Sed'on the face with the postage due" 
stamp. 

(d) Late letters posted in It. M, S. letter-boxes on wliicli a iate- 

fee should have but has not-,, been prepaid., shouici, also b«, 
impressed on the bach-with/the-,.Detaiiied.: 'late-fee''not 
.paid. stamp. 

(a) StMimi'articles vemived should-be'impressed on the back with 
the delivery stamp'in-post■’offices to whicdi 'this stamp.' 
is s'lipplied. and "with, the-date-stamp in other 'pos-tr,offices, 

' Note 1 .-— Articles .for deHtre.!^y'by a village postman, if not, made, over''to,. him, 
immediately after receipt, and all deposit articles'should again b© stamped with the 
delivery or date-sta'mp when issued .for delivery. 

Note 2.—In Head 0,ffices,, station articles of the letter mail 'On which. P'OStago i»- 
du© 'Should .be impressed o.n the back ■ with the postmaBter^fi 'unpaid stamp' only. 

Nori 'S..'—In the E, .M. S., articles delivered direct 'to the addressees W'it-hout tiw' 
i,iiterve.ntio.n of a post office should be impressed on the bsick with "the da-'to-stainp,. 

(/) Missent and rndsdirectexl artiales^ whether station, or sorting, 
sho'iild be impressed on the back with the ch'it.e-stam|)' wliea 
received., and again when forwarded to' destination, even, 
though' the same date be impressed - on both -oe'C'as.io-»s'» 'In' 
tlie E. M, S.,' such ■ articles should ,be iiiipressecl c),n. the' 
back with tl.ie date-stamp, -mly at the time the irreg'iilarity 
is detected. 

Excbi^tion.— This rule does not apply to articles co'B:tained in, aal 'm'ii* 

labelled .bmndles, 

Notb.*-*1s regards the stamping- of'postcards ', and .acknowledgm-into'for'.'p 
articles and money ,'orders, see clause (k% . .^' 

(ff) 'Should ' be 'impressed, .©..n the. back, .'with' 

''the: date-s'tanip By I-'h©'sat ovei«amdng'them,' 

'^mm'articled-ahcmld. be 8im.ila-rly-'.,-impress^^^^ O'H."" the'.feck 
"both.by the set'Which closes and 'bv-the. set'''which receives'' 
the return-train bag. But sm ehme (k). 

(h) Afticlm mdimoted, 'and tmdeliverabU articles xetiirned 
to offices of posting or sent to the D. L* 0* by post offices 
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slioiilcl be impressed oii tlie back with tbe date-stamp 
wlieji received, with, the deposit stamp when placed in 
deposit, and again with the date-stamp when forwarded. 

NoTE."~“In the R, M. S., undeciphemhle articles skonld he impressed on the back 
with the date-stamp by the oUce or section which receives them. 

(t) Ufifaid' and insufficiently ‘paid imregistered articles of the letter 
■uiail intended for despatch from head and snb-offices to 
subordinate offices should be impressed on the back with 
the date-stamp when issued from deposit and those that 
are retxirned by subordinate offices and again placed in 
deposit, should be impressed with the deposit stamp, 
tjther articles for despatch to branch offices received as 
station articles in the account office shonld be similarly 
treated. 

Ij) Articles for despatch by sea by non-contract vessels should he 
impressed by the post office at the seaport of embarkation 
with the date-stamp of the date on which they are 
despatched on boai’d; and articles received by sea by non¬ 
contract vessels should be impressed by the post office at 
the seaport of receipt with the ^date-stamp of the date on 
which they are received. » 

.(7c) Postcards should always he impressed on the portion of the 
address-side, reserved for the address of the recipient and 
achio'ivleclgmerits for registered articles of the letter or 
parcel mail, or for telegraphic money orders, on the face, 
i.e,, the address-side,—whether they are impressed with 
the date, delivery, or deposit stamp. Any stamps required 
to" be impressed on acknowledgments for ordinal}^ ■ money 
orders, other than those for which space is specifically 
provided on the face of the acknowledgment, should be 
impressed on the back. Reply /postcards should not be 
„ stamped on the reply portion when the two halves are 
posted together. ■ ■ ' ■ ' 

'(I) Registration No. slips, parcel No, slips and ■v^-p. No...:, slips 
should be impressed . with the ITo. slip; name-stamp' ,by 
' the' office of despatch." 

Labels attached to' bags should be impressed, by the'des¬ 
patching office 'or: ' section with .'the,' date-stamp: (i )' on the, 
back in the case of tagda'bels and (^^7 the face in the 

A: ' „ case .of".otherlabels...'I''.' 

’(n) Documents (including ■ R. ■ M. S. work-papers""received and 
despatched should he impressed'with stamps % the offices, 
departmente or sets oomcemed; ^^he forms themselves will 
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indicate where a stamp is to be impressed by tl'ie iic?spalr'h- 
ing, and where by the receiving, office, cle|aiiiiiieii! ot set. 

(q) iJhec]i>sU‘ps should .be impressed with the imint*' ami dsite* 
stamps of the office or seetioa. by wliieli tlie}' afc pre}iari.»fL 

(p) Sianips' affueed to ficqnilimwe ■ rolls, hih or nderipls id: any 

kind in payment'of. stamp cnity should be ib/liHual l^y t!ic 
date-stamp in sueli a way that tlie i:n:),|;),res,-ii)ii will be ijartly 
orer the siamp -and partly over the dotenmciit in 
it is affixed. 

(q) Protectim/ and' scrrlce envelopes closed should !)e inipressed' 

on the back with the date-stamp. 

(2) Black imist always be used for stampi:!ig articles, doeiiments,. 
etc., except in cases where anotlier colour is specified, 

, (3) InstmctioBS for the stamping of other doiutin.ents,o«:i; 0 .it 6 y ' 
etc., will be iouiid in the:ir proper-places in the relative ..nileH, 

(4) When .articles are .■sianiped'.o.:!!-a. .table, a stone slalk shoiilrl l:ur 
placed ' beneath tlie stanipmg' pad i.n ordcM; to deaden the st„ai.!i{!.. 'Ink 
.pads shoiild be kept c.owred'up .whe.n-not'i:!i use.' 

Til sub-office, the date-stamp- should be used in place of the deposit stamp..,' 

108» 'Importance of -propr stamping, of ariieies 'futss-- 

irig through tlie post i-s ■inipo-rf.ai.it, and l•e^.|■u^re.s the and vigflaiii 

attention .of the sorting -clerk or the heoi! sorter, Ihe iiiav bm 
Tile -elfect.iial- defa-cemeot of postage staTiips is id ^pet ml iiiipcw*taiK*e, 
aiid to seeitre t:his ,it. i< .necessary tlmt each mdiridua! postorpf $iamp 
s'tiofd.d i}v detareii by uoims of a sepamte iinpression, Jiiclmtinfi pewt- 
mar'lcs ]r.!.i,olf*r tlso p!*oser'ution of enquiries in cases, of delav in the 
delivery o.:i' artit,'les; av,m,l imperfet.'t- deii,.,cen'ieni' a.ffords -tip port unities 
for fra 1.1(1,, Sta'i'npiiig ink of proper eansisteiic}^ .must be used to ensure 
clear sta-,ii:i[»--i.iiip:r 0 ssio,ns, 

109. E''n,giis!i tmnscrlptlou. of addresses on YeBmculaf arllcles*—(1) 
0:n all ordinary inland unregistered articles of the letter wail posted, that 
are to fje sent to. i:iit.e,r,u.iediate sorting'offices-or sections for disposal, the 
sortiiig <derk or assistant sorter,-as the case may be, slioiikl write the 
name of the post-tow'n of -destination' in .Englisli and at the mam time 
udeiiiiie'with, red i;nk'-the- vemae'-ular name that has been traiiscnibeci. 
The desthuiiion sliould be legdbly written in rml mk on the face of mc4 
sucli -article ■pari.illel to and -not across' th-e .address. If the oitcdal knows 
or has rensem.'to-■l.)eliew'--that .there .''-are-one - or,'more other poet-towns 
of t'he same mime,. He should, if the name of the District or Province 
has been written in rernacular, transeribe this name also in English 
in mldition to the name of the poal-^tOTO, The mim of the^ post-towra 
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of destination should not be transcribed on articles to be enclosed in 
direct station mail bags or station bundles. 

Exception,- —For tlie purpose of this rule, a blue pencil should be used in ft 
R. M. S. section, 

(3j When the address on an inland legistered article of the letter 
mail or on a parcel is vnitten in vernacular, the clerk or sorter concern¬ 
ed should transcribe the name and address of the addressee in English 
below the vernacular entrieb, unless he knows for certain that the 
vernacular in which the article is addressed can he read and understood 
at the office of delivery, in which case only the name of the office of 
destination need be so transcribed in red ink. In the case of v.-p. 
articles, all the prescribed entries which may have been made in verna¬ 
cular should be similarIv transcribed. 

(3) In the ease of every article, whether of the letter or of the 
parcel mail, uliich may be posted for transmission by the foreign post 
addressed in vernacular, the full address must be transcribed on it in 
English by the clerk or sorter concerned. 

110. Forel# or Indian State postage stamps on articles for despatoh 
or dell¥ery,—(1) Imperial postage stamps overprinted with the name of 
an Indian State should he recognised in payment of postage on articles 
posted in the post offices and letter-boxes of that State and intended 
for delivery by an Imperial post office Postage stamps of Indian 
States other than the overprinted stamps mentioned above should not 
be recognised in payment of postage on such articles. 

Note. —^Tlie Quarterly List contains a list of Indian States and Foreign Settle- 
monts in India, in wliicli is given tbe Indian States witk wliicli postal conventions 
have been concluded and a description of tbe overprinted postage stamps, postcards, 
and eni^elopes used by them. An alphabetical list of post offices in Indian States 
and Foreign Settlements is also contained in the Post and Telerjraph Guide, 

(2) Postage stamps of foreign countries and Indiiin )States, including 
the overpiinted stamps releired to in the preceding paragraph, should 
not be recognised in [ avmeni of postage or other postal charges on 
aiticles posied in Tmpeiial post offices, mail offices, sections or letter¬ 
boxes. If an article so ^posted bears only such stamps, it should be 
treated as wholly unpaid, the stamps being ignored. The stamps, 
however, should nol be defaced, but a remark, drawing attention to 
the fact that tliey are those of a foreign ccmnlry or Indian State, should 
be written on the face of the article by the office or section of posting. 
Indian Stale postage stamps in addition to those of the Indian Post 
Office are sometimes affixed to articles intended for delivery in an 
Indian State. The Indian State postage stamps should not be obliterated 
but the other stamps should be defaced in the usual manner. 

ExoiFTioN 1 .—The reply-halves of double postcards originally posted in a foreign 
country or Inflian State should be given free transit to destination when re-podted 
in an Imperial office, section or letterdbox* 
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Exception 2.—Official correspondence on tlie service ol His Exalted Highness the 

JXizam addressea to ofilcials of His Exalted Highness’ Goveminont or to any other 
official or person whether posted m a j^logalai post ofhea or in an Imperial post 
office in Hyderabad territory, and intended for rleliveiy by an Imperial post office, 
whether situated^in tho H\deialud State or m Ihitish India, will he prepaid with 
postage and rcgisiiation fee by means of llyderahafl Rta^e BerTieo stamps and 
should be delivered tree of all chaige. Unpaid correspondence on the service of the 
Nizam’s Government should he charged ivith jiostago in the s.une way as ordinary 
unpaid articles. 

ExcEcnoN 3.— Articles supeiscnbed *‘On Postal Hex vice ” and franked hy the 
signature and official designation of an officer ot the Jmpenid Post, or a responsible 
postal officer of the Gwalioi, Patiala, Xaliha, Jhind or Ghamba Htata should be 
exchanged tree of all charges as regards postage. 

111, Un.imid postcards, open and tnseenrely dm&d raipald letteiB 
and unpaid and insufficiently paid foiefgn paclsets.*»--(l) Any tnipaid 
inland |iostcaid of- pi hate mamifacture ot any open or insecurely rlosel 
unpaid inland letter which may be found in a, letter-box or receivtul from 
any other office or section, either in suiting or for delivery, should not 
be allowed to pass on but should be forwarded to the I). L. 0. If either 
portion of a reply posicuid is not fully piepaid, that portion should be 
detached and forwarded to the D. L, 0. Unpaid and iiisufliciently paid 
correspondence acldres^c^l to foreign couniries, except letters and post¬ 
cards, should be similariy sent to the I). L, 0. These unpaid articles 
should be made up into a separate bundle which should be labelled 

Unpaid postcards, open letters and insufficiently paid foreign packets 
and placed with other articles in the envelofie acidreHsed to the I). L. 
The unpaid postage lepresented by these articles should not be incilucled 
in the amount of postage due noted ou tlu envelcjpe for the I). L. O., 
nor should if be inedudod in the accounts at any stage. 

Note.—I ll post offices, such arhMes si ouhl made oviw to the deposit de- 
partraeiit where iltev should be biindh I and lahelltHl m the niaiiuer dewrited above 
tor itidosion m the iie\1 d,ui> th p si< h lo the 1> U. O. 

aili(de- beafin«i 'spoilt <u defaced pentafre afatnps or bearinpf 
pi(*\imislv ustnl pouay'^ stamps tunn uhiedi no attempt him been made to 
lenum^ the walks of oh^'feraliou, or liearing: service stamps from wdiich 
no atteriipt lias been lut de to lemove the letters denoting service /see 
Posts and Telegraphs Manual, Valne IT), as ivell as those posted in 
Imperial ])ost offi(*es or bdier-boAos and beaiing postage stamps of foreign 
coiiitiiies or Indian Hfutes, bnt not prepaid with Imperial povstage stamps, 
.should be disposed <jf in the same way as unpaid articles under the pre¬ 
ceding paragraph. 

ExcFiPnoNT.—This rule does not npplv to service unpaid posfeards or to open 
and insecurely closed service unpaid letters, 

112. PcstmMs of private ^(1) One^ of the conditionj 

laid down in the Post and Telegraph Omde under which single and reply 
cards of private manufacture may be transmitted by the inland post 
as postcards is that, as regfards suhstance, they are neither tMnm^ 
nor more fie^rihle than the inland postcards issued by the post office 
This condition does not preclude the use as postcards of private card' 
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rn'liicli are either thicker or less ftexihle tlian tlie clepartmeiital mlaiid 
postcards. So long as a card oi piivate manufacture is of tlie consist¬ 
ence oi a card, and not lueiely a piece of oidinai}" papei cut to tlie 
size of a postcaid, it should he allowed to pass uiicliallenged. 

(2) No objection should be raised to postcards from the address-side 
of whicli madmisbihle woids, foinierly printed, have been eiased, pro¬ 
vided that the words have been so erased as to leniove them altogether, 
and not merely struck out by diawing a line through them. 

113. Unpaid articles addressed by the public to officials of the Depart- 
ment.—(1) Unpaid aiticles addiessed to olfieials of the Indian Pods 
and Telegraphs Department, as such, should be taxed with postage in 
the usual way, but tlie postage should he cancelled under the initials 
of the postmaster or head sorter, as the case may be,^ and the article 
forwarded to destination as fully piepaid. In post offi(‘es, articles for 
deliveiy at siihoulinate offices should be similaily treated. 

(2) Should the office or section of posting have omitted to cancel 
th^e postage due on any such article, it should be cancelled in the office 
of delivery under the postmastei’s signature, and a note made in the 
error book. 

11$. Articles found open, damaged, cr without contents—(1) If an 
uiiiegi^teied aitielc of the letter mail taken from a letter-box or received 
in SOI ting’, is obseived to be open, torn or otlienvise damaged, or 
without contents, a remark, in accordance with the directions given 
below, should be written on the article by the sorting clerk or assistant 
sortei’ and initiated by the postmaster or head sorter, as the case may 
be: — 


“ Received open ”, when found in an open state. 

Received torn ” or Received damaged ”, when received torn 
or ollieiwise damaged, soiled, stained, etc. 

“ Without contents ”, w'hen the article is manifestly merely an 
empty cover. 

If there are any suspicious circumstances attending the case, the post¬ 
master or head sorter should make enquiries and endeavour to discover 
the offender. 

(2) Open and damaged articles should be closed or repaired by the 
sorting clerk or assistant sorter, so as to protect their contents, or, 
if necessary, the articles should be forwarded enclosed^in envelopes 
addressed to the offices of destination; but a damaged article addressed 
to a foreign country must never be placed in an envelope. 

(3) If any aiticle of the kind mentioned in paragraph (!) is noticed 
in tlie office of delivery, in course of distribution of articles to postmen* 
it should be clo»ed or repaired before it is issued for delivery and, if 
iie<^essary, endlosed in m envelope by the delivery elerk who should 
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note on it tlie condition in which it \\as received and obtain the post- 
inabter’s initials to the remark. 

(4) If a damaged aiticle is received enclosed in an envelope to the 
postmaster’s addiess, the envelope shoxild he opened and its enclosure 
deal with in the manner described above. 

(5) It a wiapper or cover is received tor delheiy withoni its contents, 
a label in the piesciibed loim should be ajSSxed to it before it is issued 
foi delivery. Shoxxld the wiapper oi cover be received back from the 
addiessee with information as to the nature of the missing contents, 
an enquiry regaiding the latter should be made without delay from 
the Home B. L. 0., and in the case of ioreign articles, also from 
file Madras, Ualeutta or Bombay D. 0., as the ease may ^reqiiire, 
with refeience to the country or place fiom which the article was 
received. If the office of deli^eiv is at the same station as the Home 
B. L. O., the enquiry should be made by sending^ a clerk round to the 
latter office or by telephonic (‘ommimication, if this is possible, and not 
bv letter. Sub-offices other than those served direct by the B. L. 0., 
should forward ia the head office, for enquiry from the appropriate B. B. 
1)., all empty wrappeis and covers immediately they are received back 
fiom the addressees with information as to the missing contents. 

(6) Any registered article of the letter mail or parcel mail article 
found damaged, torn or bearing signs ot having been tampered with, 
should he made ovei at once to the postmaster or head sorter, as the 
case may be, who slumld be guided in dealing uiih the case by the 
rules relating to Investigationb. 

Evcl'ption.**— This nilp does not apph to unpaid open lotieis. 

115. Tmatment of articles the registration or insurancd of wMch is 
compulsory,—(1) It an aiti^dc, the legistration of which is i‘onipulsory 
but which has not been regisieied, is found in the course^of sorting in a 
post offic*e, secdioii or mail offit‘e oi received for delivery in a post office, 
the cdeik or soiff»r detecting the iiiegulaiity should, alter noting it in Ms 
eiiei book 01 note-book, as tbe ^a^e may require, show the article to the 
po'^lmaster or head sortei and ihen make it over to the official in charge 
of the registration or paieel department. In post offices and in mail 
offices authorised to pertoim legistiation woik, the article shomld be 
registered and, if the' fee for registration has not been prepaid, a fee 
equal to double the usual registration fee Bhould be charged on it. The 
amount of tins fee any postage due on the article should be marked 
on its face below tbe legistration No. slip and a note should be added 
under the signature of the postmaster, head sorter or mail agent, tia 
the case may be, explaining the reason for the charge. The usual 
rac^eipt for the sender should be given to the clerk or sorter de^tmg 
the irregularity. In pmi offices, m mmM Aould be pasted m the 
error book the entry while mail ofleeai il slmulo 
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be attacbed to the head sorter’s or mail agent’s, daily ' report. In » 
section or in a mail office not authorised to perform registration work^. 
the article should be forwarded in a protecting cover or bag, as the* 
case may require, addressed to the postmaster of the office of destination 
after Laving a note recorded on it, under the initials of the head sorter,, 
mail agent or mail guard, explaining why it is so sent. The protecting 
cover or bag should, except in transit sections and transit mail offices, 
be treated as an article registered on service. A E*o. preceded by the' 
letters B. M. S. ” should be given to it and marked in large bold 
figures on the face in the upper left-hand corner. .The article should 
then be entered on the receipt side of the Begistered Abstract opposite 
to an entry Unregistered article registered ” and despatched to desti¬ 
nation in the usual course, the name of the section or office being entered 
in the registered list as that of the office of posting. 

Note 1.—Orders for the payment of money issued by the Military Pay Depai’t- 
ment, whether in the form of a cheque or in any other form, are exempted entirely 
from the operation of the rule regarding compulsory registration. 

Note 2. —^When an article, the registration of wdiich is compulsory,^ is found in 
letter-box at a time when it wuuld pot be accepted for registration if tendered at 
the window of the post office or mail office concerned, it should be kept in deposit 
till the office is next open for registration when it^ should^ he made over to the 
registration clerk or sorter, as the case may be, for disposal in accordance with the 
procedure described above. 

Note 3.—When an article of the foreign letter mail marked ** Begistered 
found in a letter-box, it should, if fully prepaid (including the registration fee)^ 
and addressed to a country to which^ registration is available, be dealt with in 
accordance with the p'roeedure described ”in this^ rule; otherwise it shoiikUhe 
treated as an ordinary article,' the word ‘^Begistered” marked on it being' 
completely scored out. 

(2) If an uninsured article passing through the, post is found to' 
contain coin, hullion, precious stones, jewels or other .articles of value 
the insurance of which is compulsory, the following' procedure should; 
be followed: — 

(a) If found in the office of posting, the article should be endorsed 
^^,Con,t.aiM {coiny etc.) ” and sent ,in a protecting cover or' 
l>ag (i) .to the B. L.' O'.- for' return -to the -sender in. the 
case of a post office or (n) to the post' office of destination 
.in the case of a mail office. If the article is not a registered 
article, .the,'protecting cover -or ,bag vshould, before despatch, 

■ be registered' on service or treated '; as a service- registered 
article, as the-case may-'reqiiire, in accordance-with .the-' 
procedure described in',the preceding .paragraph, ■ 

.„ Note..—I n -sub-offices, 'such ■articles for'the 'U.;,..0-.'...should''be :sent to the h6.ad" 
office..' 

' ■ (b) lf'-;found in an intermediate office or section, the article should 
he forwarded by it in a protecting cover or hag addressee 
to the postmaster of'the office of destination aftei" having 
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a note recorded on it explaining wliy it is so sent. If 
the article is not’ a registered one, the protecting cover 
or bag should be treated in the manner laid down in the 
preceding danse. 

(c) If found in the post office of delivery or received by it from 
another office or section, the article should be charged 
with a fee of one rupee, and the amount of this fee flm 
any postage due on it should be marked in red ink on 
its face where a note should be added under the post- 
niaster^s signature explaining the reason for the additional 
charge of one rupee. The article should then be delivered 
to the addressee with an intimation that no compensa¬ 
tion would have been paid by the post office had the article 
been lost, damagecl or ta.mpered with in transit. If the 
article is refused by the addressee or if the addressee 
cannot be found, the fee should be recovered from the 
, sender, 

{d) The fee when recovered should be converted into postage 
stamps which should be affixed to the error book against 
the entry relating to the irregularity and then defaced 
with the date-stamp of the post office concerned. 

Note. —II a foreign parcel, the insurance of which is compulsory, is found in the 
office of exchange to he uninsured, that .office should forward it as an' insured 
parcel. In such cases,, the amount of the insurance fee should he recovered from 
■the official in, fault .in. the office of posting in the manner prescribed in rule 99 (3). : 

116. Mete mmekei ‘VBy, parcel If an inland, article ' " 

rnarked By parcel post ” is found in a' letter or packet box, the'offi.eial 
detecting the irregularity should make a note of it in"'his error'book or 
note-book, as the case may require. The following action should then 
be taken■ 

(a) In post offices, the article should be transferred to the parcel 
clerk and treated and charged with postage as a registered 
parcel, any stamp affixed to the cover being recognised 
in assessing the postage due on delivery. The amount of 
postage due and the remark Found in letter box 

should be written in ink on the face of the parcel under 
the initials of the postmaster and the receipt for the sender 
should be handed to the sorting clerk and pasted by the 
latter in his error book against the entry of the irregularity. 

(h) In the E. M. S., the article should be marked ..*1 Pouad in' 'k'*'';*;: 
letter-box ” over the initials #f the aasisftet. sorter odU- . >; 
cerned and, after beinf’ahoW.te the lead r ^ 

red to tie parcel i| ^ >' 

is no parcel ‘v, 
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dt once forwaid tlie aiticle to tlie postmaster of tke nearest 
head or sub-office with A\luch the mail office or section 
is m coiiimiinication in a protecting bag siipersciibed 
Paieel found in letter-box In transit sections and 
tiaii&it mail offices, the mail guard or mail agent, as the 
case may be, should maik and forward the aitiele himself 
in the manner desciihed above, the pi'otecting bag being 
entered in the mail list and despatched as an unusual mail. 

(2) If an inland aiticle niaiked By paicel post ’’ is found among 
those of the letter mail received from anoiher office or section, the 
detecting official should, after noting the irregulaiity in his error book 
or note-book, transfer the article to the clerk or sorter concerned. The 
latter should acknowledge receipt of the article in the error book or 
note-book and dispose of it as an unregistered ])arceL In mail offices 
and sections which do not perform paicel soiting woik, the assistant 
sorter delecting tlie iiregulaiity should forward the article to the post¬ 
master of the office oJ destination in the same var as an article of the 
letter mail enclosed in a protecting hag supeiscribed “ Unregistered 
paicel received with sorting letteis Should the article, however, bear 
the word Registered or any other vord, phiase, or mark to the like 
efieet, it should be sent to the postmastei of tlie nearest head or sub¬ 
office in a protecting bag supei scribed Par(‘el nuuked registered received 
with soiting letiois vhethei the office or section detecting the irregu- 
lartiy does or does not do parcel soriing woik. 

(3) If an outwuid foreign article iiiaiked “ Bv paicel post ’’ is found 
in a letter or packet box or received with ^utic]p^ of the letter mail 
from another office oi section, ihe detecting official should, after noting 
the irregiilaiity in ihe manner described above, tiansfer ihe article to 
the parcel clepariment where it should he dealt with as follows:*— 

(a) In post offices, ihe oioiediue laid dovn in the Posf Tele- 
(jiaplis Mmuial, Volume TV. should be followed. 

(5) In the R. M. B., the article should in everv case be forward¬ 
ed t<i the postmaster of the nearest head or sub-office with 
which the deteiding mail offline oi section is in coinmiinica- 
iion, in a protecting bag superscribed “ Foreign article 
marked ^ Bv parcel post for disposal in accordance with 
clause {a) above. 

117. Letters addressed to more than one prson.—^Tietters addressed 
to more than one person should be forwarded to destination. They 
may be delivered to any one of the persons whose names fhev bear, 
but should ordinarily be offered to them in the order in which the names 
appear on the cover. In the ease of a registered letter, the receipt 
should be drawn out in the names of all the addressees. 
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lia Mcles lEteniled for ulUmte return to sender*— Articles tiUTmul 
in suck a way as to effect tkeir return to the sender alter having been 
delivered to a number of addrosseevS or redirected to fictitious addresses^ 
gkoiild not be forwaided, but should be disposed of in the same way as 
aitides which are otherwise ineligible for 1 ransiin 5 .sion by post. 

119. Articles addressed Camp (1) IJfnegjsitnHl ami aiii^iHUifcl 
registered articles ol the letter mail intended for the high Chnerniiieiit 
ofiicers named in the Post and Telegraph Guide as entitled to special 
bags while on tour or for the party accompanying them, wdieii addressed 
to Camp should be disposed of according to the instructions given 
in Exception 1 to rule 66. 

(2) Parcels, v.-p. aiticles, insured articles, and money oideis will 
oidinarily be addressed to a post-town. Should, how’ever, siicdi an 
article addressed to Camp ’’ be piesented at a post office, it should 
not be refused on the ground that no post-town has been named in 
the address, but should be disposed of according to the iiistruetions 
referred to above. 

120. CoTOspondeuK^ of certain offices when on tom?*—-When any of 
the undermentioned officers, mz .:— 

Chief Engineer, Telegraphs, 

Postmasters-General, 

Deputy Directors-General, 

Directors, Telegraph Engineering, 

Deputy Director-Qeneuil, T(degraph Traffic, 

Deputy Chiei Engineers, 

Controller of Telegraph Tiaffic, 

Assistant Directors-General, 

Deputy Postmasters-General, 11. M. H., 

Deputy PostmaHters-General, 

Divisional Engineers, Telegraphs, 

Superintendents of Post Offices, 

Superintendents, B. M. S., 

Superintendents* Telegraph Traffic, 

Accountant-General, Posts and Telegraphs, 

Deputy AccOEBiantft-Gemerid, Poft# mi Telegraphs, 

Assistant Accountanto-Geniral* 

Asiiito»i Aeoouits 
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is on toury coriespondeEce and office files for and from him will he 
sent—by his office at headquarters or by himself in camp, as the case 
may he—iii sealed bags which will, in every instance, be addressed to 
a specified post-town of destination or mail office. These bags should 
be sent loose (i e., \\ithout being enclosed in any mail or transit bag) 
and treated as unusual mails. 

121, Facing of ai?ticles.~—With a view to facilitate the handling of 
uniegisteied articles of the lettei mail, they should be faced before 
they aie stamped, sorted, distributed to the postmen for delivery, or 
made up into labelled bundles for despatch. When labelled bundles 
are untied, care should be taken not to disturb the facing done by 
the office or section which made up the bundles. 

122, If tides prohibited from transmission by inland post,—(1) When 
there is good reason to suppose that an article passing through the 
post contains any goods the transmission of which through the inland! 
post is prohibited by the rules in the Post and Telegmfh Guide, it should 
be dealt with as follows: — 

(a) Tf the article is suspected to contain any explosive, dangerous^ 
noxious, deleterious or filthy substance, any sharp instru¬ 
ment not properly protected, or anything likely to injure 
the mails or any officer of the post office, it should, if 
detected in a section, be enclosed in a piotecting cover 
or bag and made over ^ outside ’ to the first mail office 
wbeie the train halts. The article should be entered in 
a separate registered or parcel list or in the mail list 
according as it belongs to the legistered letter mail, the 
parcel mail or the unregistered letter mail,—the entry 
being followed by an explanatory note over the initials 
of the head sorter or mail guard drawing attention to the 
iiatare of the contents; and a receipt for the article should 
be obtained in the registered abstract, parcel abstract 
or the duplicate mail list, as the case may require, from the 
official to whom it is made over. The nature of the 
contents of the aiticle should at the same time be explained 
to that official. 

If detected in a mail office or received by it from a section, the 
article should be made over at once to the mail carrier 
under the procedure described above for conveyance to the 
nearest post office, except when it is suspected to contain 
explosives or when, owing to the nature of the article or 
the distance from the post office, it^may not be practicable 
or convenient to transfer the article to that^ office. In 
the latter case, the artiel# shpnld ^ detained .in the mail 
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office and the matter reported at once to the PcistmaHter- 
(jenerai of the Circle in which the mail office is sitiiafcecl 
throngh the Bepnty Po&tmabiei-General ior orders regard- 
mg its final disposal. 

If detected in a post office or transferred to it hy a arndioii or 
mail office, the article shonld he detained and an immediate 
report submitted to the Postmasiei -General. 

Note.—A leaky article would come under the operation of this clause. 

(6) If the article is suspected to contain aii} other prohibited 
goods, it should he forwarded in a protecting cover or bag, 
as the case may require, marked Dmilittul '' addressed 
to the postmaster of the office of destination, with a note 
over the initials of the postmaster, head sorter, mail guard 
or mail agent, as the case may be, e.\piaiiiing the reasons 
for suspecting the article. 

(2) If an article received for delivery is [a) suspected to contain 
anything the transmission of which by th*e inland post is prohibited, or 
(6) enclosed in a cover or bag marfied Doubtful tlie postmaster 
should send a notice in writing to the addressee inviting him to attend 
either in person or by agent within 48 hours at the post office. He should 
under the authority given in section 24 of the Post Office Ad, open 
and examine the article in the presence of tlie addrcbsee or his agent, 
01 in his absence, if he fails to attend within the time specified, report¬ 
ing the matter to the Head of the Circle. (See Exception below para¬ 
graph (2) of rule 123.) 

(3) If an aiticle in course of transmission by post is mtudly fmni 
in a mail office or section to contain any goods the transmisBion of 
wffiich through the inland post is prohihitech cithtM generally or to 
and from any particular localities, the procedure pivsciibed in paragraph 
(1) should be followed except that in the cases refenod to in clause (b) 
of that paragraph, the article should not be marked Doubtful ” but a 
remark explaining the nature of jhe contents should Im written tipi ii 
If an inland registered article is found in a mail office after iiaving 
been accepted for despatch to contain gold coin or gold bullion or 
both exceeding the prescribed limit of Es, 700, it should be endorsed 

contains gold exceeding prescribed limit under the initiak of the 
head sorter or mail agent and sent for disposal to the nearest post 
office enclosed in a protecting cover. 

(4) In po#i offices, the following action should be taken in respii:! 

of iXBoles detected by them or transferred to them by sections 

or wMeh, on being opened or otherwise, are m^dly fmni 
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'to coiitaiii proLioited goods of tiie kinds mentioned in the preceding 
paragraph: — 

(а) Ill the case of an article containing gold coin or gold hnllion 

or both of a value exceeding the prescribed limit of 
Es. 700, it should be endorsed contains gold exceeding 
prescribed limit 'b^tnd sent (i) to the D. L. 0. for return 
to the sender if it is an uninsured article, or (ii) direct 
to the office of posting for return to the sender if it is 
an insured article, enclosed in a protecting cover or bag, 

,, as the case may require. If the article is not a registered 

one, the protecting cover or bag should be registered on 
service before despatch. 

(б) In the case of an article containing a circular relating to 

a lottery, it should be endorsed with a remark to this 
efiect and forwarded to the D. L. 0. for return to the 
sender, enclosed in a protecting cover or bag as the case 
may require. 

(o) In the case of an article containing anything indecent or 
obscene or hearing on the outside whether on the article 
itself, as in the case of a newspaper, or on the cover— 
words, marks or designs of an indecent or obscene character 
or of a character falling under the other heads of the 
category given in the Post and Telegrwph Guide, it should 
be forwarded to the D. L. 0. with a remark drawing 
attention to the irregularity. This power should not be 
exercised in respect of aduertisevieiits without the express 
order of the Head of the Circle, and no advertisement 
should he intercepted on the ground that it is indecent 
or obscene without first making a report to him and 
obtiiining his orders. In the report, a full description of 
the advertisement should he given, an exact ropy of the 
passages supposed’ to be indecent or obscene being sent 
.witli.itf 

(d) In the case of an article conta'iniiig (i) opiuiiiv (ii) morphia, 
(Hi) cocaine or its allied drugs, (ii)) preparations of opium, 
morphia, or cocaine or (u) any. other .intoxicating drug, the 
transmission of which' is ..prohibited, the article'.'.'should;'.'be 
made over with all its contents to the nearest',Excise\Offie@r' 

■ for the adoption of such further proceedings' , as'may be 
deemed proper, ' . ■' '' . . ' 

(a),In sill other'cases, the articles, should be'„d.etained .aiid '.the.' 
ease .reported .for the orders of the Head" of the' Circle.' 

NOTi .l.**-!!'■ au" 'arti'cle, mfriages, aur.'.of. ;the .;.nreMfihe'(l.....,eoEiitioms....'as tO' .the 
manner of posting, packing, slsse, contents, etc., for whiek th^ penalty is pay* 
ment of a I uglier rate of posta^ it should be 'With enlianeed rate of 

pottage in accordanee with the mim laid Tekirra.pk 
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Note 2.—For the purpose of this nilej aii^^ uewspaper, or aay hook^ patterii, o,r 
sample packet^ suspected to contain anything in, contrarention of tlie pruvisinri-: oi 
the Fost mid Tekgmpk Guide, inay be opened or unfastened hy the iKfe-inuisitr Ui 
order to verify the suspicion. " , ' ' 

^ Note ;3.—In sub-offices, the' article refe.r.red to in clauses (a) to (c) of paragra/pli 
(4) should be forwarded to 'the head office with a reitiark drawing atteiition to tlie 
irregularity, 

12'3. Articles pfolilbliei fFom Importalioa m liafole to csstoms dilf— 
■(1) When there is good reason to suppose tliat an article pmsmg ihnmgk 
the -post contains a,iiy goods {a) the import of .which into British Iiniia 
by post is prohibited, or (6j wdiich are liable to duty, it slioiilcl be fo:rw'tird« 
ed in a cover (or in the case of a parcel, in a bag)'marked Boubtfi'il 
addressed to the postmaster of the office of destination,' with a note 
explaining the reasons for suspecting the article. Speciai cam sho'iiid 
be exercised i,ii the examination of bidky articles' .of the inward ,f:oreig.ii 
letter mail. s 

Exce'CTION 1.—Any articles of the class :r'ei:‘orrt.?d to in .(?>)■ detcicteci at the Bombay, 
Calcutta, Alaclras, Kaiigooii. l)liaiiiish,kodi, Kegapii'fcam'.,or' Kara'Clu 'post ollicje, 
sliouid 1)0 made over to the neiirest Collector -oi" Customs' and as.s):*s.sed tci ci'ti|y 'beltn*© 
it is delivered or transmitted oinvard' by post,, as the ease may b'e. 

Exception 2.—Imvard articles of the .'foreign'mail |)'repaid at tlio Icttcf rate 
which . contain dutia'bie goo'ds and are ''Inrnished o,ri the addres's side w'itli eitlier 
a green label' marked Douanestiowi'og the 'n'at'urfc*, wadgbt ami value of tiie 
contents or a 'green label nmrked “ Douane fu^itompanied l>y n Mrparntti customs 
.declaration, will be ad'mittedp.iiid l'ia'm:;h.>d over-to the Customs for 'assessnient before 
they are traiisnrit'ted to destination, 

:Excmn:iON registered letter .contaiiiing coin, bullion, prccdous stoiu-s, 

'j'Cweliery, ■ OI* artides'o..!’go’k-i and silver 'ret.'eived from, a fcjrtdgu c'oiinfiy |>l,*uiily 
superscrite'Ci “To be submitted to tlie Customs” will. 'f,jel'ure pie livery or traiiHiida- 
sioB onward, as t!..ie ease may..'.be, be made o'ver 'by the reeeiviug Imlian dice of 
exdiange to''the nmirest Co.lk*d'or of (hrstoms for a.'SS'essm.ei'i't^ of duty. (I.n ret.i:irit 
frou'i Ciistoi.us autliorities, 'the article will be t.r6ated us jnsiired j‘or its inlaiic! 
transit' withi.n t,l'.se .limits of .Brit'ish 'India ami dmrged with m ittHoraiic© i'ee, 
talcuiateci at tlie inland rates, on the value of tlie contents assessed by ihe Custonm 
authorities, pro'vided tliat, 0 the value of tin') eontants exet^ds the riiaximiim 
limit .of value for which.inland letters may'be insured,, the nriide will be insured 
only, for such maximirra. "The ,anm!.nt'l>ayiibl.e''on'.''n'ec^^^^ of the insurance fee will 
'he,, noted on the jiHsessmaut, memo., in' the space provided for the purpose and, 
after collection In’ tj)e office of delivery, should be convertofl into jiostago stamps 
'which should be affi'xcd to tlic assessment memo,, in t.be appropriate place, _aiid 
defaced l)y a ,s€?'|,:K','U'ate impression of the date-stamp on, ('iieh {.wrstago Htamp. If a 
letter is received from a foreign' country.',wi.thO'Ut the siifwrscription 
submitted to t.h'e Ciistomrs ” 'but' is' 'found,on'being ,o,|)enecl by Iho Oiistoim ftutlirir- 
ities .at the port of !a.iid.ing to' contain’coin,'bullion, precious stemes, leweltery, or 
articles 'Of g.ol'ci'iind silver,'.it will,''on .returnirO'in the Onstoms, tm cicait with 
'purpose of" its transmission to itS' desti'nation in' aceordatn^ wdth tite instructions 
.„'c'o'nt'aiis.e'd' i'li,' the, FqMb .md' TeUgmph^ \ 3iamml,. Volum.^ VL 

(2) If an aiiinle feceh^ed' for dMdmfy snspecdec! to ooiiiaiti 

aitytliipg the intporiatloii'of wiiieli is. pro,h,il)''itofl or wliieli is liable to 
duty, m (h) is pTidosecl in a :eoyer>r,’'b'ag partedDonldliil ^0 the post¬ 
master slioitld send a notice 'in ■writihg;'','to',.,t.lie. iiivifiiig liim 

to atteiicl either in person or hy agpt within 48 hmm at llie post oilci. 
He should, ntider the aiiiteity girm in Section 24 of the Post Office 
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Actj open and examine the article in the presence of the addressee or 
his agent, or in his absence if he fails to attend within the time 
specified, reporting the matter to the Head of the Circle. In sub-offices 
the opening and examination of the aiticle should, if the addressee 
fails to attend, be done in the presence of two respectable witnesses. 

Exception. —^Whon sacli an article is addressed to a Buling Chief of an Indian 
State, the postmaster, instead of sending the prescribed notice to the addressee, 
ahonld write a courteous letter to the Oliief’s Private Secretary or agent asking 
him either to call at the post oifice or to send an authorised representative to open 
the article and take delivery of it. 

(3) When aa article has been opened in the office of delivery, 
action should he taken as follows: — 

(a) If found to contain anything on which customs duty is pay¬ 

able, the contents should be retained for further proceed¬ 
ings on the authority given by Section 24 of the Post 
Office Act, f.e., until the amount of duty can be assessed 
and collected. 

(b) If found to contain any intoxicating drugs the importation 

of which is prohibited (see Post and Telegraph Guide), 
it should be made over with all its contents, to the nearest 
Excise Officer for the adoption of such further proceed¬ 
ings as may be deemed proper. If found to contain unset 
diamonds, firearms, military stores or articles, other than 
ejphhuues, included in the term ammunition 'h as defined 
in the poitioii of section II of the Post and Telegraph 
Guide lelating to prohibited articles, the article should 
not be delivered to the addressee, hut the ]>ostmaster should 
at Oiice take ste])s, in accordance with the procedure laid 
down in the Posts and Telegraphs Manual, Volume VI, to 
foi'waid the article to the chief port of the presidency or 
proviTM‘c nearest to the office of deliveiv to be made over to 
the (hi^ioms aiitlioiitit*- Ibx anv anion lliai iiiav be consi¬ 
dered necessary. In eases where an article is found to 
contain e.Tf}h}sivcs, the postmaster should act on the instruc¬ 
tions contained in rule 122 (1) (a).*- If the article is found 
to contain anything else, the importation of which is pro¬ 
hibited, it should he detained, and the case reported for the 
orcleis of the Postmaster-General, 

(4) When once an article has been opened for the purposes mentioned 
above, the post office is hound to exercise scrupulous care in checking 
and repacking the cmifenis at every stage so as to prevent loss or damage 
in transit. Ttm outer covering used for repacking should be of suffi¬ 
ciently Biibsiautial material to afford adequate protection to the contents. 

Note,—T n sub-offices, articles found to contain anything the importation of 
^which is prohibited should be sent to the head office. 
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^ 124* Jjtidm ooulaiiimg goods specially iwWMted imm 
If ail article posted at any place m British India and addressed to a 
foreign countij or Indian State or foreign possession in India is actMoJli^ 
found, while ^ in course of transmission by post, to contain anything the 
export of which either generally or to that particular destination is pro¬ 
hibited by the danse hearing the heading “ Local prohibitions in the 
Inland Post Section or by the clauses bearing the lieading Ariiele-i spe¬ 
cially prohibited from export out of British India in tiie Foreign Post 
and Foreign Paicel Post Sections oi the Post and Telegraph Guide^ it 
should be endorsed ^%^ontains prohibited (namf of* the pmhihtted 
article) and sent for disposal to the D. L. 0. either direct or, in the 
case 01 sub-offices, through the head office. 

A 

Exception.—^T liis rule does not apply to post oftiofs tlu‘ po^fniaHteis o! •fthiyh 
have been specially antlionsed hy tlie Goyernment <A India to {search, or uiiise 
search to be made, for the prohibited goods, 

(2) In the B. M. B., such articles should be similarly endorbed and 
sent to the nearest post office for disposal in the manner prescribed in ifie 
preceding paragraph. 

125* Respomibillty for examiimtion of frank.-—(1) The post oftice, mail 
office or section at which an aiticle, superscribed On His Majesty^s 
Service is posted, is the officio rehponsible for the exaniination of the 
frank; and a frank which has been passed by the office fit posting must 
not be challenged by any other office. 

I 

(2) Abbreviations of official deugnalioiis .-hould be accepted, provided 
they are intelligible oi lecoguised by oidinary usage. Official articles 
should not be cliaiged with postage merely on the ground of some in¬ 
formality in the frank, such as the omission on the paii of llie seiider 
to add his official designation to Jiis siginiture, unless theie is reastm to 
suspect fraud, oi because the frank extends beyond the centre of a 
postcard; but any offic‘e which observes any irregularity in regard to the 
inanner in which an article is franked should bring it to the notice of 
the offi(‘e of posting, so tliai the attention ot the official coneeraed may 
be drawn to it with a view” to itvS discontinuance. There are certain 
established forms of abbreviated signature and designation which must 
be recognised, for example, B, Calcutta wffiich means Bobert 
Bishop of Calcuttaand is the legallv recognised official signature of 
the Bishop of that I)io(3ese. Such recognised abbreviated franks on 
official correspondence should not be challenged. 

(3) If an article is franked by a person who is not entitled if) the 
privilege, the frank should be ignored and the^ article slouM be taxed 
with postage under the signature of the official in charge of the office or 
^section in which it was posted. 

P 
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t4j li aav aiticle, believed to be a seryice article, is found to bear 
seiviee htamps vitlioiii tlie ])iescribed superscription and frank, it should 
be treated iiupaicl anil the service stamps should not be defaced, but 
a leniaik diduing attention to the fact that they are not supported by 
ilie piesfiibed superscription and frank should be written on the face of 
the aiticle. 

]\oiL —A postcaul \Uuch tontains an obviously bond fid^ official communication 
should not be treated as unpaid on the ground that the service stamp which it 
beats IS unsiippoitcd by the piesciibed supeisciiption or frank, but should be- 
despatched to ch stiualion as a paid article The irregularity should, however, be 
hi ought fo the notice of the office of posting, so that the attention of the Govern¬ 
ment official (oncenied may he drawn to the matter. 

126. Transmission of packets—^(1) Ordinarily, unregistered packets- 
vill be Icivaid^Hl in Tuail bags and registered packets in registered bags, 
lu all < uses, li{j\\e\ei, in which packet bags are prescribed to be made 
up, the} sliinild be used for the tian&mission of heavy packets, i.e,, 
packets weighing over 20 tolas, legistered and unregisteied,—the regis- 
teied packets being made up into a ^epaiate bundle called the regis¬ 
tered packet bundle 


(2 1 When a packet bhg is made up for an office, all ibe heavy 
iiiuegistered packets, paid and unpaid, intended for that office should 
be enclosed in the bag bv the sorting clerk or head soiter, as the case 
may be. If ihere are any beavy legistered packets fox despatch to the 
oftiie, ihe registration clerk or registration soiter, as the case may be, 
hliould lie ibeiu in a bundle with the legistexed list on top in such a 
nitiimci tU io exhibii the name of the office of destination, and transfer 
tlic Imndle midf^i leceipt (io be taken in tbe registered abstract) to the 
SOI ting clerk or head sorter, who should compare the articles with the 
eiitiies in the list beioie gianting the leceipt, and then plaice the bundle 
hiiii'»c*H HI tile |ou koi baji Ii theie ue no hexvv icgisfeied packets for 
despaiedi, a Idank u^gisieied lut wig'll the woid “ Ail ’’ written on it in 
the place for the total and duly signed should be made over bv the 
1 eg idilation clerk or registiation sorter to the soitiiig elexk oi head 
soiiei, as the < ase mav he, wlio sliould see that ihe list has been pro¬ 
pel Iv piepaied and then place it inside the packet bag. Every packet 
bag must emntain a registered list. 


127. Manner of forwarding pa3?cels—(1) The parcel sorting list will 
sifow wdiethei paicels for despatidi to an office or section are to be 
enclosed in a pa i cel bag or in a mail bag. As a general rule, the use of 
paic*el bags will be ])rescribed only when an office or section ordinarily 
despaiidles many parcels or wheie a separate estahlisliment of parcel 
lunners is entertained. A pap cel bag must never be included in a des¬ 
patch wdiich is not accompanied by a mail list. 
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l2j In easos wlum^ tli<^ <ltNp*itr]i oJ punrl laail in wai! Iwps i«i 

pie'^cirbedj siinli aitidps sknild lip iinicln \ut!i tli<" |'hin*t4 luh, hv 

ilip parc'pl fleik cii paiud soit^‘r, a 11h^ <a^i* ii!a\ h to llii‘ diok 

•or li Oil cl .sorter, le’^pertivoU, fo lon^nrdul to flistinatioii inside l!ie mail 
for file offiies oi st‘< tioiis coiiuM‘iie<I atif! a loudpl ioi flip aitifles awl 
file lists slioiild !jo In tljp latter oliienl \ii flie paic‘el obsfiaet 

alter eomparini^ oitnles nith llie eiMiie-^ m the H, liome^er, 

owing* to tlieu luniiber, tbe aitolen eaimot «ill l>e enclosed in the mail 
hag, tlmy should he loiwaided m a pan el ftag, the panel list being 
placed ill the jiautd b.ig and not in the mail bag, and a note ihal this has 
been done being entered on the legistered list* 


(3) If, on mi\ day, tlune are no parcel mail aifodes for dfspalch in 
a mail bag, a blank paieel list, enelo'^ed in an en\(*lo]ie, hliould be made 
o\er to the Borting clerk or head smter tor despatch to destmation 
inside the mail bag. That official should, after examining the list to 
■see that it bears the word Nil in the spaces for tlte totals and that it 
has been stamped and •Aligned by the parcel <derk or paicel sorter, grant a 
receipt ioi it in the panel alMucf. Similarlv, if there are no such 
articles for despatch to an otfi<‘e or section loi which a parcel bag is pres* 
cribed, no parcel bag need lie made np, Imt .i Idanh parcel list Bhonlcl be 
made over to the official (omcnied in the manner deseiihecl above for 
transmission inside the mail bag, or, if it should happen that a direct 
mail bag is not made np for the office or section concerned, the Wank list 
should be for\vaided to destination in a cover registered on servi(*t\ 


Ml Fninsiiied paiceK which iiom their size shape or mode of pack* 
ing |co;S, lame woiHhm rases, maps packed in tin tubes, and the like) 
cannot roiivenieiitlv be placed in ])an‘el or mail bags, mav bt* ^cmi mitside 
and should be made over to tlie mail clerk or head sorter, as the case may 
be, under receipt to be taken in the parcel abstract. In aiich cases, the 
remark Sent outside: entered in mail list ’’ should be wTitten bv the 
parcel cleik oi p« reel sorter op]K>site the enirv of the parcel in the parcel 
list The following ]Kuticulars, m:., the offiie of posting of the parcel 
and the name of the office or section to whi(‘h the pamd list containing 
the entry of the parcel is addressed ami, in the case of a registered parcel, 
the No/miist also be entered In the mail list bv the mail clerk or head 
Borter. 


f5) When there aio insuied parcels for despatch, they should be 
enclosed in an lUBiired bag which should he placed inside the parcel bag 
or wliete a parcel bag is not prescribed, inside the mail bag. In the 
latter case, the insured bag should be made over to the sorting clerk or 
head sorter under receipt to be taken in the parcel abstract, 

c 2 
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(0) Tl^e parcel mail articles, insured bags and parcel lists for trans¬ 
mission inside anaii bags sbouM be placed by tbe sorting clerk or bead' 
sorter liimself in tbe proper mail bags. 

Kote.— .Faragrapli (4) applies also bulky registered packets. 

128. Coirectlon of documents.—(1) In tbe event of an error in a 
mail list, registered list, parcel list, daily account, s.o. slip, or any other 
document to be placed on record, the document should not be returned to 
the issuing office for correction, except under the orders of the Head of 
the Circle or superintendent. If necessary, a copy of the document may 
be prepared and sent to the office concerned, or a revised document may 
he called for, or the correction may be carried out on the authority of a 
letter, provided that there is no special prohibition against doing so. 
In the last case, the letter of authority should be filed with the corrected 
document. 

Note.—^W ben a revised or corrected documeut is received under tMs rule in 
substitution for the original, both should be retained on record, attached to each 
other, a note being added on the original above the signature of the postmaster 
or the record clerk, as the case may be. 

129« Use of pro'per — (1) It is the duty of the postmaster or 

head sorter to see that bags of suitable sizes are used for each despatch 
of mails. When required, extra hags should be used; and if the use of 
** plural ” bags would facilitate the conveyance of the mails, the matter 
should be brought to the notice of the officer by whom the due mail lists* 
are supplied. 

(2) Great care must be taken to avoid the misuse of bags. Canvas 
bags should not be used when dosuti bags are prescribed, and vice versA* 

(3) All the bags received every day should be examined bv the clerkfr 
or sorters concerned, and if any misuse of bags is defected, a report 
should be made to the superintendent. In the R, M. S., the irregularity 
should also be noted by the head sorter in the space provided for the 
purpose in the mail abstract. 

(4) If from any cause, a bag not of the prescribed description has to 
be used 1 >y a section or mail office for due mails made up, or is despatched 
as a Riiiqdiis due bag, an explanation of the iriegularity sliould be written 
bv the head sorier in Ihe space provided foi the purpose in the mail 
abstract, 

1S0. Mmim of labelling, closing and sealing bags —(1) In cases where 
sealmg-wax is used, the cord should first he passed through the hole in 
the tag label to be attached to the bag; the two ends should then be 
brought together and the double cord tied in a loop-knot close u|^ 
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agaiiihl tile label. After iliU has been douej the bag '^licjiibl Ise tie«l with 
a clove-biteli e^^-plaioed in i!i«> ioiIo\$iritr 'tkeiebeM:- - 

Tfi?: (unJMiiirif 



The ends slioiilrl tlieu f>e (‘HkssmI as iu '»keleh and I he end iiiarkef! 

B ’’ pushed between tlie eoid and the bug us in skeirdi 4. One einl 
slioiild then be taken in eacdi band and the enrd puiled m tight as 
possible, a sniail piece of paper being previously placed niider the elow- 
Mtcb A single knot sboxild then be lied and the seal impressed on 
sealing-xvax applied oTtn* the knot. Oare hlionld be taken that the toot 
over the elovediitch and the loop-knot of the label do not come too 
close together, as the sealing-wax is to lie apidiecl only over the former. 
The impresBion of the seal should be clear and coiiiplete, and this can 
be secnirecl only by [jressing tlie seal bard down on the wax iind 
keeping it there’tijrthe wax gets cold. Only enough sealing-wax shottM 
be used to obtain a distinct impression, m the iim of too great a quantity 
facilitates tampering. Both ends of the ’'oid to the bag Bhmild be cut 
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close to ilie single knot over tlie “ elove-liitcli ” betore tke sealing-wax 
is applied. 

XoTE 1.—If the li.ig is piwided witli side loops, both rotinds of the cord should 

p.issod tliioiigli one of them. 

No in 2"—In ivliere small tin seal-holders are used under the orders of the 
Fif‘,m ot the Circle, both loiiiids of the coid should be passed through the _ holes 
oi the seal-holder and tied inside the seal-holder by means of the ‘‘clove-hitch” 
and sniglf^ knot. In surli cases, it mil of course not be necessary to place a piece 
oi paper under the knot. 

|2) Where had seals aie used, the cord should first be drawn round 
ilie neck of the bag* and tightened: the ends should then be tied in a 
liiol close below ilie seal to preTent the cord from getting slack during 
the [naoesH of sealing. The seal should next be made fast by means of 
tlie staler and the label should he securely tied to the hag with the loose 
ends of the cord projecting through the seal. 

(o) Only bags which aie in every respect sound and stiong should be 
used. 

131. Supply of stamped tag labels.—Every post office will be supplied 
pfuuodieally by the post offices and by the record offices of sections which 
leeeive mails from it vith a sufficient numher of tag labels impressed 
with the Label name-stamps of the post offices and sections ?n hlach ink. 
Riinilaily, it should supply periodically to the post offices and to the 
Tiu*oul offices )f sections which make up bags for it. a sufficient number 
of fag labels impressed in black ink by means of its label name-stamp. 

132. Tin seal-holdeJS*—(1) Tin seal-holders are used on all insured 
bags despatched, and the Head of the Circle will prescribe in what other 
case^ such seal-holders sliould he used by offices and sections to afford 
proteciion to war seals on bags. Ordinarily, the seal-holders will be 
required only for large and heavy bags containing letter or parcel mails. 

(2) When a fin seal-holder is leceived v\ith a bag, ii should be kept 
with the empty bag and re-used with the bag, if the bag is used for the 
despatch of mails, or returned with the bag, if the bag is returned as 
surplus. 

133. Due despateli^ of registered bags—(1) A registered bag should 
be phicecl in e’^ery mail bag desnatelied, except plural and “ extra 
mail bags. 

(2)^ Tlegistered bags for despattdi should be handed by the registration 
(‘leik ill post offices, and the registration sorter in sorting sections and 
sorting mail offices, to the sorting clerk or head sorter, as the 
ease luay be, who should examine the bags, grant receipts for 
them in the registered abstract and place each of them himself 
in the proper mail hag. If there are no registered articles for 
despatch to ihe office or section for which a mail bag is made 
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lip, and uiibeuled eiiipt} H*gi\teied ha |4 "iliould ia* in.iila tivai in Uir* stjitiiiii’ 
clerk or liead mitei ito 'HU liLsion in Ihe mail ba| 4 . Jfi siidi casts^ ttio 
empty hag should be ioMed and a blank regH.b'iod IhI ^utli the 
xVi/ ^\iiiien on it in the plm^o loi the total ami diii\ •'igncd Hhoidcl lit* 
tied with it m micdi a manner tluii the \\ord «aii bt* !o*idi!> aam. 

The SOI ting cdeik or htnul -oiPa siioidd examim* i!a* list to that it 
heaib the ^und ‘'A/I ” in the jdam* mentioned abo\4’ ami the Hignatiiie 
oi the regifatratioii eleik or sortei. 

134, Empai^tioii and dlsi^ml of apeelal (I) ft any order- aie 

re(‘td\ed legimling hpei ial bagh in a post ofliuo mail ofliee or hectioii, 
the postnuistei 01 head siuier, lus the <a^e ma\ bm ^hmibl umiiiniiiiiate 
Ihein to the olheials ioneerned and see that the> aii* u iieitH iindemtood, 
and promptly farried out. If a special liag aeionipanied h\ a special 
mail list ib reeeivedj it must be slnaui at once, by <Liy or night, b) the 
postmaster or, in the IL M. S,, taken charg<* oi !iv the liead surfer. If a 
special bug is made up loi despatch, a special mail h-f ^lioiild. it pies* 
crilied, be prepuied in post ofiices by the mail < leil and in mail ollii es 
and sections by tiie head sorter, and ]iruuh‘fi \mth the suecial bug to ilie 
cairiei who should lie required to sign lire dupln ate oi the Usl. hoi wait! 
speidal bags uc/smipanied by special mail lists shoiiid be sintilailv dealt 
until. The postmaster 01 bead s< itm is peisoiudl> itwpoiisible tor the 
sate custody am! the piornpi and cm 1 eel deli^eiv 01 diNpatih of specdal 
bags and is requited to sign the special mail lists. 

(2) Winui dtdi\e{) ot a special liatr made either bv or tliroiigli a 
post office or diiect by a It. M, S. >eclion m mail ollie, il i the dutv 
td the poslmasfei or the head soiter, as the ca-e mnv luq <0 see that a 
leiuo’pt for the bag is taken mi the mail Imt, that the empty bug is re** 
coTeied, tlod the legisieied list contained in tin* bag is obtained, and 
that the list is signed by or on behalf of the officer emucriied in token of 
rec^eipi of the registered articles detailed in it. The mail list and legia- 
ierecl list should be filed in post offices with the ordinary dailv huiidle, 
and ill the R. M. 8 ., with the work-])apers of the set uhicb deii\fUTd the 
special hag. Tiie einpir hag should be letui nod to tlic^ |hhI office, or 
to tlie record office «d the Mudion or mail office, uhich rdosed the bag. 

Nonu—The instru<tiom in ]>arugranh (2) apply also to Bupervising ofecers tn 
respect of special bags cleliTered by them. 

1S§* limit of weight of malls,—( 1 ) The weight to be carried liy eacui 
letter mail runner on a main line should not ordiiiarily exceed lf> 
seera; but in special localities where the counirv to he tiuversed is of a 
hilly or otherwise difficult nature, or where the speed of the mail is of 
importance, a bnver limit may be fixed by the Postmasier-OeiieraL 

(2) In the ease of parcel mails conTeyecl by special parcel runners, 
the weight of eaidi parcel hag should not exceed lb seers, and the weight 
to be carried by each man should not exceed 30 seers. This is tht 
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maxi 113iiiri weight, but a lawei limit may be prescribed by tbe Post- 
master-Ciencral on lines wliicli traverse hilly or difficult cotintry, or where 
other ciieuinstances render it impracticable for riiiiiiers to travel with 
heavy loads. 

(^j Tlie niaxiiiiiiin limii of veight for a parcel bat»: conveyed by the 
Eailway Mail Service is one mamicl, but a lower limit may be fixed in 
special cases by the Depiit} Postmaster-General. 

136, Supply of due mail and sorting lists—(1) The due mail and 
sorting lisi consists ol (?) the due mail list of receipts and despatches, 
(ii) the letter n^oil boiiing lisi and (m) the registered and parcel mail 
sorting list, in three sepaiate paits each of which can ordinarily be 
printed oi piepaioc! in manuscript, as the case may require, on a single 
page of the piesciibcd form,—^the lists for the Out and In trips of sec¬ 
tions being kepi: sepaiate. These lists aie prepaied and supplied as 
follows; — 

(a) For .post offices in diieet communication with the E. M. S. 
ainrl for sorting sections and sorting mail offices—By the 
Deputy Postmaster-General, II. M. S., the lists for post 
offices being prep<iiod in manuscript and supplied direct to 
each oifiee and those for sections and mail offices being 
pi lilted and supplied to the Huperiiiteiidents concerned for 
tlieii own use and for distribution to inspectors, record 
clerks, officials in charge of sets and individual sorters. 
One copy of the sorting list for a post office is also supplied 
to the Postmaster-General and the Superintendent of post 
otFices concerned and one copy of tbe list for a section or 
mail oflice to each of the other Deputy Postmaster-General 
and to each Postmaster-General having under Mm post 
offices 111 communication w'ith that section or office. 

(h) For hrsi clash head offices not iii direct cc nimiinication with 
the 11. M. R.—By the Postmasfer-Geneial, in manuscript. 

(c) Foi post offices under the coniiol of a fii^t class posi master 

other than those in direct communication wdth the 
E. M. S.'—Bv the first class postmaster, in manuscript. 

(d) For all other post offices not in diiect eoiiimunication with the 

E. M. R.—Bt the vSupmintendent of post offices, in manus¬ 
cript. 

{e) For b*ansit sections and transit mail offices—by the Superin¬ 
tendent, E. M. S., in manuscript. 

(2) Tillage sorting lists are supplied to head and sub-offices by the 
Ruperinteiideiit and to branch offices by the inspector. 

137. Cliaiiges in due mail and sorting llste.—(1) The head postmaster 
or record clerk, as the case may be, should bring to the notice of 
the officer by whom the list was supplied, any alterations {whether 



65 


Chap. 2] Ml sc i 1 L\NN)i s iiriLs. [137-38 


affeeting Iiis^owii office oi an office m Hecticm mider it oi aii% tifliei oflK'e 
01 setiioii) in Boiiiiig oi* tiansit anaiigeiBeiils tiial iniu appfiii io be 
riecessarj or clesi?al)lt% owmg to alterations in llaihutT tiine-uihles or 
bimilar faiines. the IransiuifeHioii oi arlicle^iaii he expedited hj 

adopting a new lonie cn exeliangnig mails wiili ollnes oi sec tioiiH not 
alieady sliowii iii tlie due mail the chaii^iie "hcMilti hi* pioposeti fo? 
ioiisicleiatioii. If the eliange is appioved, a soiling iuritj piescrihiiig 
the alteiations to ho made in the <hm mail and soiling li-^t \ull he iswecl,. 
otj if file alteraticms are extensile, the ofiueb or scMtions coiiunned i\ili 
he^ 1 uriiiahed with revised lists. Tn head oflmes, 'lUieii a proposal re¬ 
quiring the ordeis of the ihistmastmdieneial oi tin* liepiitv Fostimister- 
Oeneralj K. M. 8., loneeinsany post or mail line iiiidei the eonirol 
(d tlse Siipeiinteiideiit, it must he suhmitted liuouili the Liitei ofin ei; 
and if it altoLts the tillage bortiug list oi a Inaiu h ullite, it shunld he 
hiouglii io the uotiee of the in^^pei toi hj vihom the list was supplied^ 
Ill suh-oiticeHj all suggestions shmihl lie made to the Huperintendeat^ 
those affecting the village sotting list oi a liraneh oflic being also hroiiglit 
to the iiotic*e of the inspeeioi concerned. 


{2) When a sorting older prescrihin|^ alteiaiious ui 4i due mail ami 
sorting list is received from the Fostmastei-lrerieiid. the Deputy Post- 
master-Q-eiieral or the Huperiateiident, each postal or E. M. S. official to 
whom or for whose ollice the list was supplied should make ibe required 
coirections in it neatly and, wheiever possilde, in ink. The list helmig-^ 
ing to a set should he correcded hy the record clerk miivmied who should 
explain the changes to the sorteis of the set and reiiuire them to initial 
the order in evidence of their having thoiouglil} iindeistood it, and 
should alsoj if necessaiy, see that the work-papeis lue pieparcd hi 
accoidance with the changes presciihed. The otficial making the coito*- 
tioiis should also enter the Xo. and date oi the soiling mder, tolhiucd 
by Ills initials and the date, in the page for “ (kuiilnate of foiiertirm 
atlaclied to the list. Sorting orders ahoulcl he filed in separate hundlas. 
In reiord offices, the weekiv soiting ordeis and A. orders for eacdi year 
should he filed sepauitelv in a guard hook in the coiLsecmtive order of 
theii Nos. 


(3) Pxcept in iirgeni cases, effecd v ill he given to alteration in due 
mail and sorting lists from the heginning of a quarter. 


ISS. ExaMnaHoB and opening hag^.—Every bag received in a post 
office, mail office or seftion iimn another office or section, or received 
in one department of an office from another, must he carefully ©samined 
to see that it is in good condition, that the cord with which it is tied 
and the seal or seals, as well as the lock, if any, are intact and that 
none of them beat any signs of having been damaged or tampered with.. 
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(2) Bags addressed to tlie office or section, wliicli are found to te in 
good condition, slionld be opened one at a time. In cutting the cord 
to open a bag, care must be taken not to damage tlie seal or seals wbicb, 
with the label, cord and lock, if any, should be preserved until it has 
been, ascertained that the contents of the bag are correct. The official 
who is responsible for the opening of a bag is also responsible for its 
examination. ' ' 


Ba.gs to l>e turned inside out.—So long as bags are not in actual 
use, they should be kept reversed, ■ i.o., turned inside out. In every 
case, after a bag has been opened and emptied of its contents, it should 
be turned inside out and carefully examined to see that none of the 
contents remain in it. 

lid. Treatment of missent and misdirected articles of the unre.gistered 
letter mall and labelled bundles.—-(l)^ When a missent or misdirected 
article is received in sorting, the sorting clerk or assistant sorter should 
make a note of the irregularity in the error book or note-book, as the 
case may be, and obtain the postmaster’s or head sorter’s initials to the 
entry. He should also, in the case of a misdirected article, substitute 
neatly in English in red ink (or in blue pencil, in the case of R. M. S. 
section), the correct name of the office of destination for the incorrect 
name. If the wrong vernacular entry was underlined by the office of 
posting, he should strike out the line and underline the correct entry, 
ix.y the entry of the office of destination in vernacular. The missent 
or misdirected article should be despatched to its proper destination by 
first mail. 

(2) ‘When a missent on misdirected labelled bundle is received in 
•sorting, the irregularity should be noted by the official concerned in the 
manner prescribed above. The contents of the bundle should not, how¬ 
ever, be stamped but should be sent forward with a fresh, check-slip. 
The original check-slip should be endorsed on the back with the remark 

Bundle missent by (name of office or section) or Bundle misla¬ 
belled as the case may be, and the slip disposed of in the usual course. 

(?>)' When a missent .or misdirected article or labelled bundle is 
found among the station articles, the delivery clerk should put it aside 
until the distribution is over. The article or bundle should.then be 
dealt with in the manner prescribed . in the preceding paragraphs in 
respect of those received in sorting except that it should be transferred 
to the deposit department for further disposal. 

, lii,. Dispel of cleek-slips,—Check-slips .tied to the top of labelled 
bundles. should be disposed of as-follows by the office or section which 
opens .the,'bundles:— 

' f/i) when,,a, labelled bundle contains: no mi.ssent,,nTticles,:: the check- 
slip,'received.'w.ith'it'shoffi^ forthwith ,be';destrbyed,,;' 
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(fj) wlieii ^ a labelled biuidle is found to coiitairi any 

articles, partieulars of sueli a.rtioIf*s— be., the fiuiidjcr of 
inissent^articles for each post-town of destiiiatinii uiili the 
.name of tliat post-town—sbonld be elearlv eiitered on ilio 
reverse of tlie ebeck-slipj wliieb slioiild al^o be iiMpU‘<.>e«l 
witli 'tlie date stamp. In post offices, tlie eiitTies -hoiibl 
tlieii be signed by tlie official in (diarge oi tie* deliuo'y 
department or the sorting ilepartnieiit,, as tlie t‘a>e may btn 
and tlie check-slip forwarded by first iiiail in a service 
envelope addressed to the supervising officer of the iles- 
patcdiing office or section; while in the IL M. S., the 
entries should be signed by the liead sorter and the check- 
slip attached to liis daily report, 

142. M^ails reoelied da.ma46d or tampered with.— If any fiortion of the 
mail received in a post office, mail office or section is in, any wmy damaged 
01* if the condition of any bag, fastening or seal creates siis|>icicni that it 
has lieen tampered witli, fir if any bag is missing, the mail clerk or other 
offixlal coiiceiiied iiuist bring the 'matter at once (by day or night) to tlie 
notice of fl'ie postmaster or head sorter, as the case may be, wfiio slioiild' 
take imniediiite action in .accordance with the rules relating tO' Investiga- 
tioiis,. The responsibility of tiie postmaster or liead sorter coirimences 
as moil as the matter conies to his notice. 

143. Preseriatloii of seals and. .ba#.—(1) When' a loss ' occurs or 'is 
suspected, or a /bag is received damaged, all seals and fastenings, 
envelopes a.iic! covers wi'th seals, etc., should lie earefnllj prcvserved i,a ii 
ti'ii case, "wliich ca:n he obtained or made Irxailly, and the articles slioiilc! 
always be forwarded in the’ case when sent through 'the post, so $i 8 't€> 
prevent 't'iieir bei'iig damaged in transit. The bags too slioiild always 
be preserved, after' being' initialed and dated by the pc^tniaster, head 
sorter or mail agent, as, the case may. be, for future icleiiti,fi,cati(>ii. 

(2) III tlie ease of parcels' received in n wicker basket, the basket 
slioulcl be preserved only if it is obvious that it was forced open, or if it 
is daiiiaged to such exte'ut as to admi.t of any of its 
abstracted. lit such cases, the basket should be marked for .future icleiiti- 
ficatioii. 

' 'lii.. Important liOT^.!iiartt!es to M 'reported by teleg»ph.—li 'any of 
the fo'llownng irregularities occur, viz.: — 

..(a) a,.due bag not received, or one or more .bags received' inisseiit 
or a ma.il bag stolen, lost 'or .destroyed by fire, etc'.; ' 

' (b) a'bag entered in a mail list, but not received,, or, o'lie 'Or more 
bags received in excess'o'f the numb e.iv entered in, a' luail 
list; ■ 

■'' ,(c) a 'luail,. reg'isteted.’Or parcel list (when p'rescribecl), not recei%uHl 
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(d) a 3aily account or s,o. slip not received l)y a post office; 

(e) B mail, registered, or parcel list, received with any correction 

made in it, but not attested, or any such list received with 
a wrong total entered, or without entry of the total, or 
with the total corrected, whether the correction be attested 
or not; 

(/) a registered aritcle of the letter or parcel mail entered in a 
registered or parcel list, but not received, or any such 
article received in excess of the number entered in a list; 

(g) an insured article entered in a registered or parcel list not 

received, but an article bearing a different No. received 
instead; 

(h) a registered or insured bundle entered in a registered list not 

received; or such a bundle bearing a different No. received 
instead; 

{i) the total number of registered or insured bundles entered in a 
registered list not received or a registered or insured bundle 
received in excess of the total number entered in a regis¬ 
tered list; 

(j) the total number of ordinary unregistered parcels invoiced in 

a parcel list not received, or an unregistered parcel or 
parcels received in excess of the total number entered in a 
parcel list; 

(k) an insured letter or parcel entered in a registered oi' parcel list 

but not received, or an insured article or insured bundle 
teeeivod damaged or bearing signs of having been tampered 
Aviili or the ueight of any such article or bundle received in 
a post office, mail office or stationary sorting office differs 
from that noted on the ariitde or bundle; 

//) a money order received in a post office witli a discrepancy of 
]0 or mote between the amounts entered by remitter 
and office of issue, or a money order received without having 
been signed by the issuing postmaster, or not bearing the 
prescribed postmarks, or affording any other reason to sus¬ 
pect its genuineness; 

(m) a money order lost by a post office before payment; 

(fi) a t. m. 0. advice received in a post office but no corresponding 
postal confirmation, or a postal confirmation received but 
not the t.m.o. advice to which it relates; 

(p) a remittance of cash advised not received in a post office or an 
amount received short or in excess of the sum advised; 

(p) absence of a carrier (mail peon, postman, mail agent, etc,) 
appointed to exchange mails with a R, M, S. section; 
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an iitiDiediate repoil &Iiould b^a made by ielegrapii, if possible^ in. 
acoordaace wiili the iastrmdions in the Tehijraylm Mesiage C&de^ by 
the postmaster or the official in charge oi the^ii, M. S* set amceraed to 
the despatching office or, it the despait'hmg office is a sectioii, to its 
record office. In the case oi irregiilarities coming initlcr a elauseb f/c) aaJ 
(o), a similar report should also be made to the Post in aster4 leu oral con¬ 
cerned, il, the office committing the irregularity is a first ciusa head 
office or, otherwise, to the Superintendent of post oiices. In the case 
ol any of the other irregularities mentioned above, a copy of the tele¬ 
graphic report should be sent by po»t to the PoBtinastar-rieiieral or 
Superintendent of post otfuea, as the case may be, when the despatch¬ 
ing* office is a po4 office, or to ilie Superintended 1 ol IP S. concerned, 
when the despaiehing office is a li. M. S. ollue oi section. In every 
case, a note oi the irregularity should be made by post oliic*e in the 
euoT book or by a R. 3f. S. set in its note-book tor subsequent mantioa 
in the daily report. 

Note I.—When a xwst office or mail office happens to be in the same station as 
ihe officer to whom an ii regularity has to be reporkd, the telograpb should not bo 
used it it is practicable to employ other means of cominuiiicatioii without extra 
mxieEso or losb of time. 

Note 2,—In cases where non-receix>t of an article or document has been oom- 
muiiicaied by telegraph, its stibsciiuent receipt or discovery should also be 

com Hum mated to tho officers concerned, by telegraph, as soon as it is received or 

traced. 

Note 3. —Should an overseer, runner or village postman report to a post office 
any damage to a telegraph line, an immediate report of the nature ancl ponition 
of the accidont should be made to the nearest telegraph office by service postcard 
or otherwise. Combined offices should bo guidctl ni such case's by the rules for 

&udi offices in the Fosis atid Telajraphi:, Manvai^ Vohum Vi, 

Note 4.~"If a mail bag is stolen, destroyed by fire, etc., a report should b© 
sent by telegiaph, il possible, in a(‘corilanee with the instructions in the Tele- 
graphic Mebmge Vode^ to the Superintendent of the Division within whose jiirisdie- 
tion the loss occurs. 

145. Record of frfegularltles.—(1) Each post oflie© and, hi the larger 
post ofliees, tMvli depaitmciit ol the office should keep an eiior liook in 
the piesLiibiHl ioiui, ulul«‘ tuu Ji soitei in the R. .\I. S, sliould keep a 
siiiiilaf book called the lougk note-book. K\eiy inegularity, seiious or 
petty, eoiiiuiiiied by any member ol the edablishineiit of an office or 
bectioii or noticed to have been eominiitod by any oilier or secticui 
ill connection vffith the preparation, reieipt or despatch ot mails or aay 
other postal diiticB or any artitdes or documents relating ibeieto, should 
be recorded at the time, as briefly as possible, in one or other of 
these books by the oflicial noticing the irregularity, special care being 
taken to bring to notice by this mcaiih, eases of inisaending and misflirec- 
tion of articles. 

Note.—I n the R. M. B., the rouidi note-book should also be used for the pm* 
pose o! recording unusual ineidents notmd and the entries in the bookg shoisM 
■iiibs©«|U©ntly b© used by the head sorter in writluf up the daily report of the Mt 
^ttoemed. 
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(2) Entiie^s in tliese books should be initialed by the officials by whom 
they aie made. An entry made by a clerk or sorter must also be initialed 
by the postmaster or bead sorter, as the case may be. 

(3) Jn ca^es in which a report is required to be made to the Head of 
the Oirele, Superintendent or inspector, the Fo. and date of the report 
slioiild be noted in the eiror book. In other cases, no report need be 
made; the entiy in the hook will be sufficient eyidence that the irregu- 
laiiH luis noticed by the postmaster. 

Note — Eeports against the R. M. S. should contain, in addition to the name of 
the section oi mail office, the No. of the set concerned which can be ascertained 
iioni the name-stamp of the section or mail office impressed on the registered list 
or any other document received. 

(4) Extracts fiom eiior books and unimpoitant leports of a similar 
natiiie, fouteining iiiegulaiities committed by sorters of the R. M, S. 
and 1)\ head sul) and luancli post offices may be sent by postmasters- 
diiect to the Supeiintendents of post offices or R. M. S. concerned, 
\\bethel in the same Division or Circle or not. This does not apply to 
cases vheie a special repoit to a specified officer is prescribed. 

Note —In a sub-office, all those items which, m head offices, are entered in tho 
postinastei’s older book, must be recorded in the error book It the sub-postmaster 
IS not 111 the selection giade, a record must also be kept m the error book of all 
complaniis made by tlio public and the original complaints should, after acknowledge 
nieni. be sent to the Siipei mtendent with any remaiks that may be considered 
necessai;\. 

1^6. Facsimile iiEpressions of signature*—In all cases where, under 
the iiileb of the De])artment, a person is required to sign a leceipt or 
an at knowlcclaiueiit tor a postal article delivered, or to affix his signature 
to aiu otlici dociiioeni in connection i\ith the posting or delivery of a 
postal aiticle, oi to a postal aiticle itself, the facsimile impiession of his- 
sioiiatiiie <511 the dcxiuiient or oitiele, made hv means of a stamp, should 
be a< (epted as a sufficient compliance with the lule; provided, of course, 
that theie is no leasoii to siispeit that the stamp has been misused. 

EvfFPTiON -—This lulo does not apply to the signing of documents by postal offi¬ 
cials ni then official capacity Facsimile stamps for such a puipose are not 
aiiou ed 

1^7. Ipplications for Ittteroeption of letteis—Applications are some*- 
times made by the public for the interception of articles passing in 
sorting, and the applicants should in such cases he informed that, with¬ 
out ilie oidepb of the Head of the Circle, their requests cannot be com¬ 
plied uith. Compliatn^e with such requests militates against the proper 
woiking ot the Depaitment, and should therefore be refused except in 
vei\ s]Hmial <‘ases. Applicants should also be informed that, as a 
geiieial^ rule, ^an application to intercept letters will not be granted 
unless it furnishes the names of the offices of posting of the articles, or 
if it refers to letters expected by more than one mail, or unless very" 
strong reasons are given to Justify it. But nothing in this rule* 
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shall be held to aftect eonespondeiHe adduN-ui h tbi* ran]|i ” ^ir 
other piestiibed addie^s ^lith no po^Mowii) al iunb on mu, 

tile disposal of 'iiliicli is pD*venmI by the spot lal niles cm the 

MS* Return to senders of articles posted.-—1 !h Mtiniitioiis nmbM 

ixilicb an <ntie!e posted ii!a> be lewiUcHl b‘\ the ■'eiuin ait* Maitaiiiacl in 
the F€fsi anr] Tefer/raph irwtle. 

(2) Whm nil applic<ition fia the leial! uf an ailnle is itiened bv i 
post olfiee the pioiediire descubed beIo\^ should be lolbn^ei! : — 

fti) The piesriibed tee of lie. 1 should he iaker. iioiii the appli- 
< aitf and (orj\eited into pONtau* staiu[K Tvhiili -‘.hould tin ii 
be ailixed to tbe *ippli( atioii and obiiteuited uilli ifie date* 
stall]]) ot the otiice. Tiiless the offuei in ebatge of the 
post office leieiYis the apphealioii is a first class 

postiuastei, he should submit it, vithouf delav, to the 
first (‘lass postmaster or Superhileiuleiii to he is 

>iiboKhnale for oideis with a siateiueut that he is satislied 
that the applicant is the sendei of the aitide or an a|rent 
authorised by the sendei in this behall. and that post¬ 
age stamps in parmeni of the iee of He. I Iwre been atfjAed 
to the applnation II he is a fhsi poslmnsier, he 

should dispose of the application hiniselK 

(b) Tf the article is in the office, the postmaster should imniediate- 

It take possession of it and place it in a <o\ei siipeiscrihed 
liei ailed aiticle addressed to inttme (uid mldinh). Hanr* 
tion applied foi on (date) If the .utiele has already 
bfHii despatched, the postmaster should at once ask the 
oiine of destination or, in the case of a foreign registered 
artule, the offhe of foreign exchange not to deliver the 
article to the addiessee or send it on to destination. In 
making siinh requests, <aie should be taken to eoniimmi* 
tate full pailKulars of the aitude, to enahle it to be 
foiimilT identified in the office of de^tlnatinii m office of 
loieign exchange. 

(c) On receipt of samtion from the Hist class postmaster or 

Superiiiiendent to reiurn the article to the sender, the 
postmaster should, if the article is in his office, have it 
deliveied under receipt to the sender or to some person 
authorised in this hehalt Iw the sender in yritiiig. In 
the case of a registered article, the sender's leceipt shmild be 
taken on a copy of the form of receipt ordinarilT signed hj 
the addressees of simh an article. The original receipt 
granted to the sender for the article when it was posterl 
should be taken back and filed with the other receipt. 
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(d) If fte article is not in the^office wlien ilie sanction is received, 

tlie postmaster should immediately ask tlie office of desti¬ 
nation or office of foreign exchange, as the case may be, 
to return the article, citing the previous correspondence 
on the subject. 

(e) The office of destination or of foreign exchange should imme¬ 

diately on receipt of such a request send back the article 
with a forwarding letter, enclosed in a service registered 
cover, which should be addressed to the postmaster of the 
office of posting. If the article is a registered one, the 
cover in which it is placed should not be separately regis¬ 
tered but the No. and date of the registered article should 
be noted on the cover, which should be treated merely 
as a protecting cover and should he addressed as above. 

(/) When the article is received back in the^ office of posting, 
it should be delivered to the sender or his authorised agent 
in the manner described in clause (c). 

(g) The applications for the recall of articles with the fee cc^n- 
verted into postage stamps and affixed to them should be 
kept on record for a year and then destroyed. 

(3j III the K. M. S., applications for the recall of articles should 
be dealt with iii accordance with the following procedure: — 

(a) In the case of a mail office, the head sorter or mail agent’ 
should forward the application from the sender together 
with the statement of the reasons showing why re-delivery 
is sought and the prescribed fee of one rupee, to the local 
postmaster for disposal in accordance with the above in¬ 
structions and at the same time, report that he is satisfied 
that the applicant is the sender of the article or an agent 
authorised by the sender in this behalf. If the article is 
in the office, it should be sent in a coyer superscribed 
Eecalled article addressed to (7inme and address) ” along 
with the documents mentioned above. If the article has 
alieadv been despai(‘bed, tlie head sorter or mail agent 
should at once address the office of destination or of foreign 
exchange, as the ease may be, in the manner prescribed 
above for postmasters. He should at the same time 
intimate that this has been done to the postmaster to 
whom the application is sent. The applicant should he 
informed of the action taken and advised to address further 
communications on the'suhject to the postmaster concerned. 

(h) In a section, the head sorter or mail guard should similarly 
send the documents with the fee in a cover addressed 
10 the postmaster of the next head or sub-office for which i 
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a mail bag is closed. Tiie cover sliomld be sealed aad 
entered in tlie registered list, in tbe ease oi a sorting sec¬ 
tion and in the mail list, in the ease of a tiaiisit Heetioii. 

(c) In every case, the matter should he meiitioiied in the daily 
report. 

(4) All or any of the references required to be nuide under this rule 
may be made by telegraph, provided the sender tlefrays the cost of the 
telegrams. 

(5) An unregistered article ot ike foreign mail CdEiiol he reealied 
and no fee is required for the recall of an oflieial article. 

Exlijption.—A request from ii Government or a Lorn! ailoii to rtiali a 

fonHgit isflRiai iiiirei4istw(l artnle ^luHi has not pa s(*d irtyemd tin fiiiiMiietioii 
oi the Indian Post Ofhee should, if po^ssibie, ho fompiitd wuli. 

14§. Bireotor-Geuaral’s ciroulars, (1) Circ ulars are ordinarily issued 
by the Director-General once u week, Imt if in any week there is no 
material for a circular, none is issued that week. 

(2) Everj" circular issued from the Director-General’s c>lik*c will bear 
a No. from a loiiseciitive annual series of Nos. and the pages are alhC) 
numbered in a consecutive series throughout tlie \isii, Kadi item of 
the circular will bear in heavy type, at the upper right luind corner, 
the name of the department 'whiidi it auKuniis. IteniH wdiicli ielate to 
iniscel Ian eons matters, or which concern more than one departnieiit, will 
be headed General File 

(y) In the case of postal officials, circulars wdll be sent direct^ to 
head postmasters for their own offices and tor distribution tiy^siipervising 
officers, sub-postmasters and branch postmasters. Head ofllceh will be 
supplied by the Postmaster General with a distrlliiiiion list showing the 
jiuinlier of copies to be supplied to the diffeient^classes of officers men- 
tioiiocl above and the number to be retained for offw’c use. In post offices, 
the circulars should be distributed among the dilTereiii ofliciale and filed 
in accordance with the following instructions;— 

(fl) Presidency olfit es and other large bead offices selected by the 
Postmaster-General will be supplied with a copy of every 
circular for the postmaBter, eacdi of the Deputy and Assist¬ 
ant postmasterH and for the ederk in cdiarge of each depart¬ 
ment. For other head offices, a copy will be supplied only 
to the postmaster and to each of the Deputy and Assist¬ 
ant postmasters or to head clerk if there is iio Deputy or 
Assistant postmaster in the office, 

(h) Each set of circulars should he kept in a guard-book, that 
for the postmaster being inscribed General File 

{e) Immediately on receipt of supplies, a copy of every circular 
should be made over to each Deputy and Assistant post¬ 
master or the head clerk who will have it filed in the guard- 
book kept by him. The copy for the "Fih 
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should^ after it has been signed at the foot hg his subordi¬ 
nates^ he made over by tbe bead postmaster to tbe deputy 
postmaster or bead clerk, as tbe case may be, who vill 
file jt in tbe guard-book for tbe General File and will 
be responsible for keeping tbe book complete and in good 
order. 

(d) Guard-books containing circulars should be kept on tlie tables 

of officers concerned, so that they may always be accessible 
to themselves or to other officials of tbe office who may 
desire to refer to them. 

[e) Tbe head postmaster should satisfy himself, by periodical 

examination of the general guard-book and of the depart¬ 
mental guard-books, if any, maintained by bead clerks, 
that each is complete and up-to-date. 

f/) Whenever the official responsible for the maintenance of a 
circular guard-book is for any reason relieved of his duties, 
he must make it over to his successor in the presence of 
the head postmaster, who should make a note of the trans¬ 
action in the postmaster’s order book. 

( g) For sub-offices; ordinarily only one copy of each circular will 
he supplied and all the circulars received by each office 
should be kept together in a single guard-hook after being 
signed by the sub-postmaster and the other officials of the 
office. 

(4) In the case of R. M. S. officials, copies of circulars will he sent 
direct to Superintendents for tbeir own office and for distribution to 
inspectors, record clerks and sub-record clerks in the Division. 

(5) Postal notices will be issued apart from, and not as annexures 
to, the Director-General’s circulars; and, except in the case of certain 
large head offices selected by Postmaster-General, only two copies of each 
such notice will he supplied to a post office, one for exhibition on the 
office notice-board and the other for record. To each mail office, only 
one copy of the notice will be supplied for exhibition on the office notice- 
board. ^ 

150. ¥mM notices and advertisements.—-(1) It is the duty of the post¬ 
master or the official in charge of a mail office to see that every postal 
notice received is affixed without delay to the notice-board, and that, 
in the case of post offices, the spare copies (if any) received for circula¬ 
tion are circulated by the postmen for the information of the public. 
It is also liis duty to see that all notices and advertisements are 
removed directly they become obsolete, and that any revised notices 
or advertisements received are at once substituted. The notice-board, 
headed with tbe words Postal Notices ”, should he bung in a conspi¬ 
cuous place in the verandah or outside tbe office, but in such a position 
dbat tbe notices will not be exposed to wind or rain. 
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(2) Revised editions of the PoM and Telegmi^k Guide, im sale to 
tlie piiblie, will be received by bead offices and selected siib-officeh and 
mail offices from tbe Slock Depot accompanied yitli printed advertise- 
ineiitb wbicdi should be affixed to the notice-b<Mird. 

151. Explanation of rales and cirauIars.--The postmasier or recmd 
cleik% as the ca^e may be, must satisfy himHch that the rules are 
understood by the officials of or attached to his office, and he expected 
tf) lake pains to instruct them regarding any points cm which they 
aie not cdear^ particularly when changes are ordered. On receipt of 
a eiioiilar or general letter, the postmuBter or record clerk must explain 
its imMiiiiig to i!i<‘ <d!n ials nundioued ahoye and ilten rcMjiiire emdi one 
ot llitnn to phu e lii^ signature below the iollouing (citifiiMte vliitdi 
^huuhi ]e‘ viitteii on the ciicular oi t»*eneral letter it it is not already 

piiiUed tlieieoii: Th^'^ ha^ hetoi thoroughlv explained to 

me liv the and 1 pertecily understand its meaning.’^ Tlie 

‘ reeoid ciork . . ^ ^ 

ciicular >]iou!il tlum he initialed by the po-.tma^ie! or ita-oid clerk uiid 

filed. 

Note.—I t any sorter, mad guard,^vaiy peon or porter ib preelntled by his duties 
from atte^nding tlie record offne during hours «i ^\ork, flit* head burtei oi tlw 
in-fperior explain Ihe meaning oi the circiilur or general letter to hmi and 
obtain hn iniliaK tin reon, tin* eeitihcate rel(>rred to ahrne being modified ji<(ard" 
iimly* ^"he hear! sorter or the inspector should also initial the eiiTnlar or g<*«eral 
lettiw in token oi hating explained it to the official <‘oiicernecL 

152. Froductlon of records before Police or Excise officer.—fl) 
Kccoids ol a post offiie or mail oflict^ should be produ(‘cd, and iiifoi iiiation 
available in them should be given, on the written order of any police 
offir'C! who i\ nutking an investigation under the Primiital Procedure 
Code, or oi any Ext ise oihcei empowered by a local Covemiiieut or 
Administration to iim\stigate ofi:'em‘es punishable under any Excise Atd, 
but only tlio'^c entries in the records should be distdosed wliic'lt relate 
to the pel son or peisons tdiaru'cd with the tdlence tindew iiiycHtigatic)!i 
OI’ uhieh uie leh^vant to that offeman In any other case, the official 
Hi fhaiiic of the office should, wuthout delay, refer for orders to the 
Mead ol the Ciisde, uho w'ill decide whether or !iot, uihIo]’' section 124 
oi the Indian Kvidem*e Act, T of 1872, the infonnatioii asked for should 
l^e withheld, 

f2) When the information asked for hy a police or an Extuse officer 
is not available in the records of the office (‘oneerned, the police or tli# 
Excise officer should be informed accordingly, irrespective of the ques- 
tior whether the information, if available, might or might not be 
given. 

Exception.—T his rule does not apply to the production of telegraph message 
drafts which should only he produced under the rules on the subject in the Fosi$ 
fwid Telegraphs Manual, Volume XL 
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1S3* Cfecite felatlBg to lotteiieS'.—(1) The following explanations and 
instructions are laid down for the information and guidance of the 
^'.officials concerned in cliscrimmating between articles which are, and 
those which are not, '' circulars relating to lotteries ’’ within the mean¬ 
ing of rule 37 of the Indian Post Office Rules under the Post Office 
.,Act. 

(2) The law on the subject of lotteries is thus laid down in section 
:'294A of the Indian Fenal Code: — 

294A. Whoever keeps any office or place for the purpose of draw¬ 
ing any lottery not authorised by G-overnment shall be 
punished with imprisonment of either description for a term 
which may extend to six months, or with fine or with 

both; 

And whoever publishes any proposal to pay any sum or to 
deliver any goods, or to do or forbear doing anything for 
the benefit of any person, on any event or contingency 
relative or applicable to the drawing of any ticket, lot, 
miinber or figure in any such lottery, vshall be punished 
with fine which may extend to one tlioiisand rupees; 

-and the rule of the Indian Post Office Rules referred to above, which 
has the force of law, prohibits the transmission by post of ' circulars 
relating to lotteries and directs the interception and return to the 
senders of postal articles which are actually found, in course of trans¬ 
mission by post, to contain such circulars. 

(3) A lottery has been defined to be a distribution of privies by lot 

or chance, and any scheme or transaction in which chance forms part 
of the consideration bargained for, is frimd facie a lottery, irrespective 
of whether the transaction is genuine, or -where or by whom it is 
carried on. This definition includes lotteries and raffles of ail kinds, 
schemes for investment in what are known as Premium bonds and 
the like, . ■ 

(4) As to what constitutes a. circular relating to a lottery, any 
paper,^ pamphlet, etc., ^ which contains a notice, announcement, or 
/.advertisement ' mentioning the terms, conditions, or other particulars 
-concerning a lottery, and'is used wuth the intention of advertisings 
lottery,-, should be regarded as a circular relating to the lottery. As an 
-exception ■ to this ',gene,ral rule, a newspaper or other periodical^ with 
the'offeiidiB,g, advertisement appearing in the hodf/ of the paper, should 

- not ..be- so regarded, provided that the paper, is distributed in its ordinary 
form'„and in ,the.ordinary course of business. 

NofE.“^A premiuttt bond or a letter, report -or.other «K>iimi-uiiLiGatioii addressed 
to toe holder of a presaimia bond In,..regard to priwe -drawn .-by -hipi 'is not a"-'oireu!ar' 
»rdating to a lottery. 
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(5) Tke following examples illustrate tlie application of tte rul# 
.mentioned in the preceding paragraph: — 

(a) A pamphlet containing an ■ aclvertiseinexit regarding a. loiterj 
is a (‘irenlar relating to the lottery. ’ ■ 

{b) A, supplement to a newspaper not ordinarily attacheil to or 
used, in conjunction with the paper, wliich coutains any 
such advertisement, is fvimi fade a circular relati:ij,g to 
a lottery, w’’hether distrilrated as an enclosure to the news* 
paper or as a separate article. In the former case, the 
newspaper itself is liable 'to lie intercepted and returned 
to the sender, 

(c'j When an advertisement of the kind referr'ed to appears in 
the body of a news])apei% and the newspaper is distrilnited 
by the printers, publishers or newsvendors in tlie ordinary 
fonii and in the ordinary' course of Imsiness, i,t is not a 
circular relating to a. k>ttery. If, however, a iiewspafier 
containing such an advertisement is distribiite'd /witli, the 
primary object of announcing' such aclvertiseiiieiit, it is 
a circular relating to a lottery, irrespective 'of whether t'he 
advertisement appears in the body of tlie paper or, on a 
supplement accompanying it. ' 

(d) A lottery ticket or a rai'fie ticket, or a book 'Of such t,ic‘kets, 
is a "circular relating to a lottery, if it contains oi* ia 
accompanied by a communication or advertiseiiieiit 'of' .any 
kind relating ' to -the trai'isacthin, 'Without suck'com*' 
iii.u'.i:iicatio!i o,r advertisement, the ticket or boo,k is presum*. 
ably not a circular relating to a lottery. 


15 i. PcEtage stampf coins and othef articles ol mine fond in 
letter-box or on a €OUii:ter.--^(rj When {M^jstage^ stampsloose in 
.,a letter-box, endeavour 'Should be made-to identify ihe^ articdej fron^^ 
'wh-icli it is probable that they w^ere detaclied, .an,d failing ideiitifict*' 
-tioii, the postage stamp'S should be. defaced 'Ufter being''a-fiked, to tlii 
error book, in the case, of po,st offices or to the daily, report o.f the mi, 
in ,t'he case of sections and mail offices. ' If - a:ny/empty unused, envelope 
'With postage stamp or stamps affixed to 'it is -found in ,a, lette,r-b'0',x 
or on a post office' counter,' the 'portion of the envelope- bearing' tie 
•stamp or stamps should be'cut off and 'pasted to,a page o-f th'e'n,rror,' 
l)ook! in the -case" of .post o.ffices and to the daily, refiort, in, the 'case of, 
'E. M..S. offices and the stamp nr-atamps defaced. If any unused poff 
mnl empty, unused, embossed' envelope, stamp booklet,, .currenev'note, ©.r- 
current mm is'found in '-a letter-box' or on a counter, it should k ' -slowa 
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to tlie postmaster and its value credited to Unclassified receipts In 
tlie E. M. S.j tlie article slionld be forwarded witli its description witli 
tlie daily report of tlie set concerned, and tbe record clerk sbotild tlien 
transfer it iiiicler receipt to tbe local postmaster for disposal in tlie 
nianiier mentioned above. Otlier coins and articles of value so found 
sliould be made over or forwarded to tbe postmaster in accordance 
witli tbe procedure described above, and if they cannot be brongbt to 
credit at once, they sbonld be kept in bis personal custody and orders 
regarding tbeir disposal obtained from tbe Postmaster-General. 

(2) All applications from tbe public for tbe return of articles of 
tlie kind mentioned above or for a refund of tbeir value should be 
submitted for orders to tbe Postmaster-General with a report of tbe 
facts of tbe case, either direct, in tbe case of post offices or through tbe 
Deputy Postmaster-General, in tbe case of tbe E. M. S. 

1§5. Hialf-yearly enumeration returns—(1) During the second week 
of the rnontbs of Pebruary and August of each year, f.e., from tbe 8tb to 
the both days inclusive, an enumeration must be made daily by 

each posimaster of tbe number of ordinary unregistered articles of tbe 
letter mail given out for delivery to tbe postmen and village postmen 
and from tbe window. A similar enumeration should be made by each 
head sorter, E. M. S., of the number of such articles delivered by him 
on each of these days without tbe intervention of a post office. Tbe 
diSerent classes of postal and telegraph service articles of the unregis¬ 
tered letter mail should also be counted separately, and tbe total number 
of 'articles of each class should be shown in the enumeration return 
against tlie appropriate head. Pull instructions for tbe preparation of 
tbe return are given in tbe form prescribed for tbe purpose. 

Note.—A rticles enclosed in District officers^ post bags should be taken into ac¬ 
count and iiielxided in the returns of the offices making up such bags. 

(2) In post offices, a copy of tbe return should be forwarded by tbe 
mail of tbe loth (a) to the Postmaster-General by each bead' office and 
(b) to its bead office by each', sub-office. The returns of subordinate 
offices should be forwarded, as they are received^ to tbe Postmaster- 
General or to tbe bead office, as tbe case may, require, 

(3) In tbe B. M, S., two copies of the Teturn should be filled in 
by sorting mail offices. One copy should be filed with tbe work-papers 
of the'office and the other sent to tbe» Deputy Postmaster-GeneraL 
'Each set of a sorting section should submit ■ the original enumeration 
return to its; record ^office along with its work-papers for each .trip,' and,, 
at'the close of the enumeration peiuod, tbe record clerk .should .prepare 
from, these' enumeration returns a ' consolidated enumeration return in 
.duplicate for each seetionj .filing, tbe origiii.al in bis office-and 'forwarding 
.,tbo duplicate to''tbe ■De.puty Po:Stmaster-General.':^.';:''''''^.■'■''''':'^ 
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(4) Tlie statistics of tlie Department .are^ compiled from'these returns, 
and the value of the enumeration depends upon , the intelligence and 
accuracy with which it is made. ■ Postmasters and head , sorters. are, 
therefore, required to give pei'sonal attention to this work. 

Imn^emenfc and. inspecition of recoids—(l) The records of an 
office must be ai:*roiiged systematically in almiralis or on shelves, the 
records of each class of business being kept separate. Books, accounts, 
■journals, bundles of lists, etc., should be labelled with the name of 
'the'month and year, and the almiralis or shelves containing them, with 
the names of, the books and documents which they hold. The work- 
papers of each section should be kept separate and the almirahs or 
shelves containing them sliould be labelled with the names of the sections 
the work-papers of 'which they hold. 

(2) Circulars and general letters should be filed in convenient-sized 
guard-books, care being taken to correct or cancel previous circulars and 
general letters, when necessary, on receipt of subsequent ones. 

(3) The postmaster or record clerk should, at the beginning of each 
month, inspect the records of the office and see that they are kept and 
arranged in accordance with the rules. All records which are to be 
destroyed should be torn up in the presence of the postmaster or record 
clerk who should sell them as waste paper to the best advantage as 
speedily as possible, the previous sanction of the Superintendent being 
obtained by record clerks. The sale proceeds should, in the case of post 
offices, be credited to unclassified receipts and in the case of record 
offices, be paid in to the local post office like other miscellaneous receipts. 

157. Office order book.—(1) Every post office or record office must 
keep an order book in the prescribed form in which inspecting officers will 
record their remarks and orders. The postmaster or record clerk is 
personally responsible that any action required on the part of his office 
establishment by the remarks or orders of inspecting officers is promptly 
taken, and he should without delay take any action that may be required 
on his own part. 

(2) The order book must be kept in the personal custody of the 
postmaster or record clerk who should see that it does not get damaged. 
Each order book has 200 serialty numbered pages. The wilful removal 
of a page from an order book will be regarded as a serious pflence and 
render the offender liable to dismissal. 

Note 1. —In'the ease of a combined office, wb-en remarks are written by tele- 
grapb officer in the visiting book, a copy of the remarks shonldffie sent at once by 
the postmaster to the Superintendent of post offices for inforaiation. This does 
not apply to first class head offices. , 

Note 2 .—An office which is a sub record office, and therefore a mail office as 
well, shoxild keep only one order hook in which will be recorded the remarks and 
orders passed on the office in both of its' capacities, those relating, to it 'in'''each 
capacity being headed, respectively, As sub record office ’’and ■ As mail: office; 
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15®. PfotecMoa erf establistuneiits f!?0m plagne.—In order to protect 
the establishments of post offices and E. M. S. from plague as far as 
possible, the following procedure should he carefully obseryed: — 

(а) In the case of offices in small towns and villages, when dead 

rats have been found in the office building during an 
epidemic of plague, the official in charge should remove 
himself and the whole office from it immediately and even 
have a hut constructed for the office, if necessary, without 
waiting for previous sanction from higher authority which 
should be applied for as soon as possible. 

(б) In the case of offices in large towns where it is not possible 

to vacate the infected building and remove the office to 
another building or into tents or to construct a temporary 
hut for its accommodation at a moment’s notice, the official 
111 charge is allowed discretion to make the most suitable 
arrangements practicable until he can obtain orders from 
higher authority. If orders can he obtained without any 
delay (as in the case of town sub-offices) they should he 
applied for at once before taking any action, and it will 
be the duty of the higher authority, on receipt of a report 
that dead lats have been found in such an office building, 
to give his immediate attention to the matter and to issue 
clear orders on the subject and take all practicable measures 
at once. 

Note.—I n the RMS, the Superintendent oi the Head of the Glide may at 
Ms discretion, order the removal of a rest house or mail office fiom a plaiige- 
infeeted area to some other station 

159« Transmission by post of office files for and from oertaiii high 
offices!^ of GoYewiment while on tom —^(1) i:\lien anv of the offic (^rs named 
below is on tour, office files for and from him vill be tiansmitted through 
the post in leather pouches, which will be posted, as ofictal registered 
farcels, by his office at his headquarters station or by his camp office at 
the post office of the place where he may be: — 

(a) The Hon’ble Member of Council in charge of the Department 
of Industries and Labour. 

(5) The Hon’ble Member of Council in charge of the finance 
Department. 

(o) His Excellency the Governor of the United Provinces. 

(d) His Excellency the Governor of the Punjab. 

(e) The Chief Commissioner of Eailways. 
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The pouches will bear two lablus, uameh (i) au aihlipHs label, showing 
the addressee’s name and address, and (ifj a tagged label in the following 
iorm: — 


To hi f n i nhiH titfJi hth r Mai , 


HPEI IlL IIMl 


Tt 

\ut ( i It '‘tin!I i j 


Tke postage on tlie pou<1i will l>e prepaid by mwuH of seiviie pridtiige 
stamps aiii\ed to ibe addiess label and, to siuo iioiibb, Rs. ;i-J44l ^vill 
be piepaiil Jii cvutj instaiiie, that is, the (bcUgtsiblo 'weitrht will be 
assumed aluajb to be tlOU tolas, <m wliieh weight Its. ‘14241 postage* pha 
a legistration lee of 2 anims, is due 

(2) The post ofbee at wlneh a poudi is po4<d— and these pouches 
may 1)0 posted tii an\ post olio e —should deal wiih it as bdhiws: — 

{fij The pomli should lie 3<uened aud lioo! ed m the usual wd}\ 
as a tiilly prepaid otheial legistered paK^el. 

[b) The date-stamp ot the olia^e sliould he iiiipiesved iii Hie space 
prorided ioi the ])Uipose on the taggul iabeR arid it should 
1)0 seen that the post4own of destiimtion ha-s been entered 
on tills label 

(i) The poudi sliould then he fiansteiuHi iiiidei leeeipt (to be 
iateri in the panel akslnud) to the mail defiaitnierit of 
the office, 

(3) I’^heieafiei , and tlnonuhnut its iiarisii tliumgli the post, the 
pouch slioiilcl be iieated as a spaial hag. It is ihfojajhoiif to he sent 
bij lettfi post, uifhoiit beiiui tnclo'^ed iii any bay, and on arrifal at 
destination it should be debheied at ome to the addressee, whose receipt 
for it should be iahen on the special mail list, 

(4) As these pouches will, in e\ery ease, be addressed to a spefiied 
post-town, no reieieme to a progiainme of the movemenis of the officer 
concerned will be necessary, 

1611. Ttafeliliig aHowances of nourga^ietted ofice»- (1) The travelling 
allowances of officers whose pay is drawn on estaMisliment pay billi 
should be drawn as follows — 

(a) In the case of officers on transfer the head Bostm&ster or 
head record clerk, as the case may be, should make out. 
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ill tlie pie&cribed form, a general traTelling allowance bill 
not oftener than twice a montb to include tbe travelling 
allovaiices of all officers transferred to offices witbin bis 
jurisdiction. Tbe geneial travelling allowance bill should 
be piepared with tbe belp of tbe following documents sub¬ 
mitted by tbe official concerned, viz., transit memo., 
charge reports, and last pay certificate, and in tbe case 
of claims for family travelling allowance for a journey by 
steamer or railway, tbe certificate that tbe persons for 
whom travelling allowance is claimed are members of tbe 
tiansteired officer’s family. 


{h) Tim tiavelling allowances claimed by officers on iour will not 
be included in tbe general travelling allowance bills 
refeired to above; they will be made out on a separate copy 
oi tbe same foim by tbe head of tbe office to which tbe 
official claiming tbe allowance is subordinate, and this form 
will, after countersignature by tbe proper authority, be 
sent to tlie bead office or bead record office concerned for 
disbursement. 


Tbe travelling allowance bill of an Inspector of post offices or an 
Inspector, E. M. S., and bis peon for journeys on tour will also be pre¬ 
pared by tbe Inspector in this form and after countersignature by tbe 
Supeiintendent will be sent for disbursemenf to tbe postmaster or head 
record clerk concerned. 


(2) In tbe Post Office, tbe amounts drawn in travelling allowance 
bills will be cliaiged in tbe accounts of tbe office ti) tbe bead Bills 
paid ” and sboiilcl be disbuised to tbe officials coiiceinecl, their receipts 
being taken in the form of tbe acquittance roll. Travelling allowance 
bills will be forwarded by the bead postmaster to the Audit office with 
tbe schedule of “ Bills paid ” in which they axe entered. 


(3) In tbe E, M. S., tbe bead record clerk will prepare bills for 
travelling allowances to be disbursed by himself and by tbe record 
offices and sub-recoid offices in tbe division. Tlese bills should be 
disposed of in the same way as other bills cashed in the bead post office. 


(4) If any payment is to be made from a subordinate office, tbe 
bead postmaster or bead record clerk, as tlie case may be, will send 
an acquittance roll to that office containing particulars of the travelling 
allowance to be paid by it. 
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Disposal of slrplfs rKrsrAL 

(?) Diteei frehanfje^ hetwtcn Premhneij fust nffirr^ (nul r pn)t 
offices, mail affire^f mtl scdions of Ihc U. M. S. 

xV"'B —For ihe piriposf 0/ ruh^ fiOi fo ihr R n pu f onR 
ihfi TTonrah, Htahlnh, Mtulm , llanqfmn mui KoUfttn IL J/ H, ? ij o§i»? htp 
trmted Fresidency post offire^. 

161 PFep.ratioii of UEiisoal bag Xo reiniL,ir *' lliip* 

aminiit ’’ slionlcl k* iiuu’ntainod lor ushI toi iniiisii,i! inail «*i« 

cliaiipofl diicTl beiwoon Presidf^iiry offices on llic" ono !hin<L arirl 
other post ofliees, mail offices, aiul seeiions of ihe I!. M. 8 ,, on the other* 
Snell hairs should he retuimHl dailv and aeeonnied for in iimmlaiiee ivith 
the prcH‘ediiTe flesmdbed in ihe follouinfr rules, 

/ 2 ) A post ofiii'e, mail o(ii(e or section despatchiin^^ iiuii!4 in 

its oiro should prepare an nnn-.iud hap invoice in the piwcrihecl 
fonn, ill duplicate, in its mr\ hoid: of hivoiies, detach the invoice froBi 
its counierfoih and eindose it in the unusual hop despatched, or. it more 
than one hap is despatdied, in one of these haps 

fit) III Piosideiuv and other verv’' larpse poM ol!ic«H, se|)aiate iimitie 
hooks may he kept in the difierent departments and aim lor despatches 
made at different periods of the day. In smalh'‘r post oiliffs and mail 
offices and in sections, one invoice hook for all the despafdies will 
ordinarily suffice. 

(4) Wheuever a Piesitleney post offi(*e usc^ a ilosafi hafr as a «revering 
for a icgisiered hundle despatched, it should piepan* an iiiiiisiial hag 
invoice and place it in the hag just if it -uerc an iiniHiial iiuiiL 

162. Reton of bag,s and toolces.’—When a post ollue cn* mail office 
receives an unusual bog or hags Irom another post oflne or a mail otfica 
or settion, it should check the entiies in the unusual hag invoice with 
the iiiimhcr of unusual bags rec(n\ecl, stamp and initial flu^ lower portion 
of the invoice form and return it the sume day fir^f rtwif, along 
rvith tlm unusual hags invoiced therein, to the despatc king poni office or 
mail office, or, if it was received from a ssmtioii, to the record office 
concerned. A section receiving unusual hags fiont Pfesicleney post 
offices should follow ihe same pioeedure e\<‘ept that the hags received 
on the Out trip should he placed in ihe spare luig provided for thi 
purpose for return on iis In trip. 'The ImgB to he returned iiiay he 
forwarded either empty or with unusual mails, in accordance with the 
following instruciioiivS : — 

(r/) Bags received from a section must invariahly he lefiiriiccl 
emptp to the record office of the section concerned. 

(b) Tn other eases, the bags to be returned, or an? of them, way 
be used for encloBing unusual mails foi despatch io the 
post office or mail office from which the%’' were receiveds 
provided that this can be done at onee. If this cannot 
be done, the bags must be returned empty. 
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(c) Wken bags to be returned to a post ofbce or mail office are 

used for enclosing unusual mails to tliat office, tbe invoice 
to be returned should be enclosed in one of tbe bags 
attached to the pax cel list or registered list, as the case 
may be, and a note should be made on it showing how many 
of the bags to be returned are being used for enclosing 
mails and how many are being sent empty with tbe mails, 
Tbe empty bags should also, if practicable, be tied up and 
plat ed in tbe bags containing the unusual mails. 

[d) When bags aie letuined em'pty, tbe following procedure 

should l3e followed: — 

(?) If there is only one empty bag to be returned, tbe unusual 
bag invoice to be leturned should be placed in it and 
the bag should be labelled and forwarded to destination 
as a packet bag duly invoiced in a mail list with tbe 
abbieviation S. E. {surplus empty) noted against tbe 
entry, eg., an empty unusual bag returned by tbe 
Surat post office to the Bombay G. P. 0. should be 
shown in tbe mail list as ‘‘ Surat to Bombay, 1 S. E.’b 

(u) If there are two or more empty bags to be returned, one 
of them should be used as a sack to give cover to tbe 
oiber bag or bags and tbe unusual bag invoice should 
be placed in it. Tbe outer bag should then be sealed, 
labelled and forwarded to tbe office concerned duly 
invoiced in the mail list m tbe manner described above. 

(2) Unusual bags returned to a Presidency office should also be 
labelled with tbe name of the department (e.p., Inland parcel depart¬ 
ment, Sorting department, etc.), shown on invoice with which they 
were received 

(3) Surplus empty bags should, as far as possible, be returned through 
sections \^orking on slow trains. The empty foreign mail vans return¬ 
ing weekly to Bombay should also be utilised for this purpose whenever 
this is practicable. 

163* Check of unusual bags and bag invoices—(]) iln imiisual bag 
invoice i^eceived back by a post office or record office should be checked 
with tbe number of unusual bags received back and tbe invoice should 
then be pasted to the edge of its counterfoil in tbe invoice book. 

(2) The blanks in tlie invoice book will alvays show at a glance what 
invoices have not been received back. Once a week, tbe book should 
be examined, and if it is found that any invoices have not come back 
which have bad plenty of time to do so, they should be called for in 
tbe prescribed form of reminder. 

Noi*.—The eoimterfoils of tinusual bag invoices despatched by a section should 
be removed from the invoice book after each trip and bled separately in the record 
office in order to admit of their originals being attached to the conntertoils when 
received back by the record office. 
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(2) Other erchang^^. 

164t Uiiisiiai ba| account*—(J) In posi ofhiiH lalsiili 
^itk the E. M. S., an at<owiit slumld hi* ki*pt }i\ the mail flwk, in 
the prescribed form^ oi the iiiiusual, insioiMl mul e\tia IwifH «ie-|isitc lied 
and leceived each dav to and from eadi laai! oiliH anil the 
iiiicler each remid office, a sepaiaie arfoinii hein^^ kept eadi icfoid 
office. The Postmaster-Geneial way aKo oidei p«Ht idfiu in keep 
unusual bag acuouiitH with other post offue'?, vriow unusual haes iim 
frequently exchanged; and where this is ordeiod, e\ei\ jatsi ofhee 
required to keep the account should ha%e a j^eparate aicYmiii wiib each 
other post office conrerned. 

(2) Tn the It. M. H * a snmlar aKount ^hoiiid ]»e kept by eadi leeord 
clerk of the above elasses of bags des|uieiifHl ami leiened em h dii} liy 
all the sections attached to the lecoul oflue to ami ifom post offices 
and the sections and raaii oilues undei othei record offbes, a separate 
account being kept with each such post office and rH‘ord ofliccu Ihe 
unusual bag a{u*ount should be (onipiied from the detaiK on the iiwcHe 
ot the mail abstiact, 

(3) The dates entered in these accomits should always be the dates 
of despatch of the bags and not, in the (ui^e of receipts, tlie dates of 
receipt. The accounts for each month should indiide all the iinusualt 
insured, and extra bags recehed and despatrhcul by the post olliie, or 
by the sections attached to the lecord office, dming the iiioritlp Gn ilia 
8th, 16th and 24th of each month, the account of bags ieeei'\ed from, 
or despatched to, each post office or record office dining the pieceding 
week, should be totalled and the nuniher of bags of cadi desciiptirm that 
may be found to be due to the post oihce or record office, should be des¬ 
patched to it on the same day together with an invoice giving particiilars 
of the bags despatched. Tbe entries ielating lo the weekly leceipts 
or despatches of empty bags at foot of the form of uiiuhiial bag acimmt 
should be filled in as invoices are received or despatched. 

(4) In the case of bags received from R. M S, olfue^^acd nations, 
the dates shown by the date-stamp on the legistered list should be 
taken as the datc^s o‘f despatch to be entered in the account. 

(5) The name of the recoid office or sub-record office to which each 
section is attached is given in the Quarterly^ JJit^ The tenii retold 
office as used in the rules under this section includes feub-iewrd 
office 

(6) The postmaster should see that the unusual bag accdiiiit is 
maintained by the mail clerk properly and correctly. He nnibt initial 
and date the entries in the bag account daily in token of having satisfied 
himself that the account is kept regularly. 
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165* Cleafance of unusual ba^ accouEte.— (ij On tlu^ hi ut every 
iiifiiitii or as of)ii , 1 ' a!i tlie de^juiOies made to ^eelioiih on tJie last day of 
il]e pieoiMliiir iiioiitii IiiUe been enteyeil in the tHiiibin'il l)ag* account^ the 
ac‘cfi!ifi1 with un h |h>^I oiliee in lennil otfiie for the wliole of the pre- 
lofliiig BioiilJi -^iiinihl he lolalled and halaneed, and if tlieie is an excess 
ol liag^ (ii yniii hetl in mu uue, d -^uiplns hag advice in the pres- 
cnihetl loini shoiihi he ^eni at once to the ohice coiiceined, calling for 
the ^iiiphis hagu iliat »iie ^til! due from it, the date oi the advice being 
noted in lod ink at ioof ot the aecouiiU If, on the other hand, there 
is an exres*^ oi lugs irmre^K the Miiphu bag*, that are still dne to be 
retiiiiicd slimild he fonuiuled on the same day to the post office or 
rcfoid oHif'e iugetlier with an nuoice, giving particulars of the bags, 
and a surplus hag advice, li the lotals of receipts and despatches 
exactly baiarice, the advice should nevertheless be des])atched with the 
parHciilars dulv tilled in and the word iVil ” written in the place for 
the enliy of halaiiee. 

(2) When an acionnt has been cleaied, it should he signed by the 
postmaster or deputy postmaster or by the record clerk, as the case 
luiiy be, and filed. The suiplus ]>ag athii es ivceived from post offices and 
reiuirt! offices slioubl he filed uitJi the accounts to which they relate, 

(r1) It will oHen happen that the same acuumt will show a balance 
of excess despatches of canvas bags and excess rec^eipts of dosiiti bags, 
or vtee versa. In sueh cases, the bag advice should call for the feiirpiiis 
bags tick] by the other offi(‘e, ami at the same time advise the return 
oi the surplus bags to be sent to Unit office. 

166 . Manner of despateli of surplus unusual bags.-— (i) When suiplua 
uriUsual hags are retiinied to it ptJst office oi a lecord office, the following 
pioi ediire slnmld be followed: — 

(n) If oni\ mie empty hag is to he returned, the bag should be 
labelled and iorccatded to destination a** a par kid hag duly 
iiivoiMMl 'll I IN I ^ o ^ith l! e aid M uaVMO S. E. surplus 
t !i pU I icoed d^i Ill'll ' oe m In . 

lb) [t iv^ii or more bugs sue to be letuined, ym‘ of them should 
be used a sink to gi-\e co\er to the other bog or bags. 
Sm i'j ,ii dioubl be '*ea!eiL labelled and forwarded to 
tile ^ ibu uujfeuiuu du!^ IiuobfHl in the iiiai! list us packet 
m the uoa uei desmibed abo\e. 

(2) The piocediiie laid down in the preceding paiagrapli should be 
IVillrnuul tiutli by oliii cs whidi keep imusual bag uceosiiits and those 
which flo not. Wlieiiever suipliis unusual bags aie letiirned to a post 
oflicai or record oHice, an invoice stating the number of hags returned 
shoiild be placed inside the bag or sack. 

(d) The ptoeedure prescuibed in paiagra]i}i (3} ot rule lf)2 applies 
also io surplus empty bags leturned under this rule. 
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CHAPTER 3. 

IN’VLSTKiAliHV',. 

<>! M If U iil 11 s. 

167. Nature of insestigatioos.—1 iti-uii. 1 (u ),< 'hi. 

<ieal with ion**, inlo nf - 

(fl) himlnva_. uiMicn nj tin 

l/i) thcii or oi, o! fiiio or Itntri 

iIhIi a ini oppiopiidtiou tit tio uoinuj n oioo oi iii 

lotiiitMlioii with risont s ont«*i , Ihiiik 

« jMHial t^ im’h: 

(fi) liiiiinr ii It itjo--, < iin\i1t4iu*ii nml iloiiy 

ji I ho I! ol aitidos. 

'!) T1k>o iti-lnif lioiss ato iHoaiil latlioi in than lo [ire'aiiht? 

iJk* prineduie to l>p htllfnunl iu unidtiofas. It U nol intautltHl 
tluit tlm should ho sidt^phil ih au hsaiitihlo lulo of toiidufd luidor all 
i‘Iuiimsiauus. Wido diM itUioii intst, of he io oflioois 

iniidiiotiiip oris|iiiFios, \\ho ^luadd iuodii\ thoM*- insitiu ticaui \\liere they 
as- iiiappiiouhhs and ^uppleiiipiit them uheie the} aie iiisiifficieiih 

IXcvthiiig’ interferes moie t\ith the sune*^s id ati imestigiition iluiw 
im iiiireasoiiiiig adheituice to a fived ntuise of iiud the uclopiicui 

of a system of iiieie irmiiite cuiuspoiMlem e with ii> atteiiduiif loss of 
\aliuih!e iiine. Prompfiinde in seiziu|r every opportimity which mny 
tiiloid li eliie to t!ie discoseiy of ilu‘ uitiele or the detertimi of 

the eriminal, iht^ exmeisr^ of judgiueid iu deleimining Ihe diredimi aiid 
iiioile ill wdihdi to pioserniie eucjuiiieN, and eneigv ami care iii following 
up the investigations, aie all iiei'essaiy fo siieeess, 

168. Co-operation of supervl&inif officers.— 11 WImos ai-phion leUs on 
tii«‘ estahlislniiioit-. n\ MWHi.tl aflirtN ^ration^ or mail lim‘^ which me 
not iindei the roiiliid of the same Sujieiintemieni, if is ery iwpoiiunt 
fljat dirrH t r oiiimiinir ation shradd he kt‘pl up heiween tlie dillVrent 
oflieials (diaigmi with the londuft of iln^ empuiy. If riemwary, the 
Siiperinteiidmiis fm the Inspratom deputral hv them) should meet 
touether tor i onsiiliatioii. Buperinteiidents and other offiiers sliould 
avoid the iendeiiey to defend and eveulpate theii own uftiees iiiicl siih« 
ordinates. 

(2) Wlieii a rase tomeinsthe estahlishments of hoih the Pos! dffiee 
and the JL if. S., the Superintendent who re<‘eives the first iniimatimi 
should immediately inform the other Superin tend mi t r*oin‘enuHl of tlio 
oeeurrenee; and an enquiry should he made in ehrse eo-crperaiioii hetweea 
the offieeis of the Post Office and the E. M. R. 
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160, Eiii|il0y!iieiit of felie tele^rapfe.—-Di-'f ref tm i% giren to all officer^ 
lo male im ol flii le]eaia[}|i, it tliey f rm*'icier flmi its use, in giving or 
olit i‘iu^ig fliO f nin-^t po-'Nihle infoiniation, will be of advantage in tlie 
piOMc111lOii 01 an CTif|iu]\; but fni iA possible all telegrams stonld 
be voidnl in anoidoire vitb flie 7't If giaplnc Mnmf/e (Joile, Wliere 
if n sbilnl ill iim flicqtin ibat i^degianis sbonbi, in eertam ca^^es^ be 
to foitaiii ofln’ab, li n not intended to limit ilie use of the tele- 
U’lapli to f'oioiMiinn v jth ibe oflinal^ ^penfied. A Riippriniendent 
or olliei oltino iiia\ IcdiLi mb io any person, vbeiber belonging to the 
]iost ofljn Of iiol, '^\lio nia\ be in a position to afford help or supply valu¬ 
able ^iiioinntioii Ai ilie ^anle tune officeis wbo send service telegrams 
will be held lespcmsible that ibeir dr) so only when tbc tinnmstances 
of ibe lender siieh action advisable, and tliat an express telegrain 
IS not despafdnd ulien an oidinaiv message vvoiild answer the purpose* 

NoTf —‘lArjp! Ill \<rv sperml uascs, to be reported at oneo fo the Head of the 
Circle, no ffiniaiUiiif iii >n, In t<h tiapli or otherwise, slioulcl he made to the 
CurrciKy OOico e\fipi ihioiiih rle ]]* ai of ilio Circle. 

170* Only Important cases to be i*6poi?ted.-~.(l) The follovviiig cases 
should tihvays be leported to the Head of tbe Ciirle: — 

(r/) Iligbvav rolderie^ and attempted hichway rolibeiies of the 
moiL 

(h) Lo'jses of mails. 

(r) Casei nt Iioiim bieaking and theii in wliicli loss to Govern- 
nieiit is involved. 

(fi) Ibises of hand and oi oi inisappiopiiaiioii of Goveiii- 
money. 

pf liiipfopvo Oi t! iiidnlmit 1 - 1 % eftof podage stamps. 

(/) Lo^^ of 01 faitipeiima vulb, legistered articles oi all kinds 
ti diiiiUf ^ s I f 1 IH N I vb Gi ]h ^ t< IH»\n liineiit 

-- i M O ' V « i 


P/ I oib^ioiA liMVAcii 1 niopiaim o| hi G a-c ■». lul liuliaiis in 
vi!u« b po -1 d rdia uds aie eontt* ned 
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Kotf 1 -When if i kmnui iImI *1 mo! hip; hin In in h t n cl Iw 

ire, etc., the Saiaiint^ mh rit dtould mimaliate mOamapcn fo to 

the Hoact ot the Postal Ciole (onMined and il iini oitan^ iiuiils are foiifernod, 
the latter nil ’notiij Ilie b-s tf> the pnhhc thion^di tlu |»u ^s 

‘Not* 2 -"H an nnregiKimd aifnle of anj kind ronfainmi; aoithiiif^ of "lalne w 
loit, the fart shcmhl he rt pen ttd to the He id of the Chirle at the emiehision J 
the ettqtiincs into the caw. 
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i2) iPiiuii. 1*4 ^u\eii to a Niipuinu lolehf lu ch-^po lug ot UfiapiaiBlH 
tci him ajiii ini oIiaiv^Ni bj him, Lot all oi 

a 01 liicaoli ol nili^ aUamlHl \uih siiaoi 4ioiilii bi* 

jepoitocl to till* il« ofi ot |j e Ibo Miooi in< j ilai Jii ^ ami roiii|iI,,ii!iH 
iioiii lie jiiiblii of hii" Molia/ oi lUi bi^ ih tlo delnei} 

of b fta iff, Ih iIi jHi-ul fit b\ ilie S 4eisi H’piiont Hpoit 

la tlo Ilf ol ft flo Tiiii ll fell nfmplaif^ ue m»Hb ill ihi. lust 

iiiSlaiii ti IH i ifi till ilsMil <1 tlifi I 'I if b II Ino N I t l i ibe 
HllpHifilefiileiil 01 |HHtifia4e! for d\ |hhi 1. oi if iioih-mI}, im 

Hi. DisfMBal of eases iiostraabterto,--* i \H i ,uii a-.f uofiiiii!: 
to a poHtijiaslt‘i \ iHifO^bsipe should bo itjHuiHi \\iihoiit Of bi\ !(» the 
Po^^T^la^1l‘l-l 1010 lal 01 Sapoiintnoieiit linoH^b tl o ioopm fbaiuo^l; but 
liiiiHH iiiioiibi!ititH, u bother (ommitftHl b\ .ii\\ uumbu i>i the fifiiie 
estaldi^bmeui oi iioiiied to !ia\e !m on HimmiUul In aii\ otliei oibce, 
sliouki iiieioK bf‘ leioiclecl ni the i iioi bfif^L 

i2} Poni[jlai!it^ liom the publo itHoived Oiuni in Inst c List, lioad 
po^tiiui'^tem 01 H'uiiiiiiiiucated in tlifoi ^nboidinale tdlius Ufd aiitboiHecl 
to deal with t oiiiplaiiit^ mul (omjdamii iohuu! <iyu, 1 fioiii tlio imbiie 
Ity second cda^s head postmasters ami ^ul}-jNntma4eis in ilo* electiott 
grades^ ma\ be disposed oi In tlo ^e olfatis in the ^ame way m by 
♦Siipeiiritemlent'^. 

(d) Ijcimplaiiiih fiom ike publn rofeuefi In '-ulopostiiiasieLs \\ho are 
not ill the seltHtioii guides and b} biamli ponimuteis, must be a« luiow- 
ledged by these olluiais and !o!\uudui ?o tin «ifoo u’ lo i\!ioiii Ihtn are 
cliie(t;i\ siiboidiimte am inmo'kM Ihal ioa\ tie coiisideied neces» 

san I !ie ofln eu to '?\!ioni fciioplands iioin the public are loninnmi- 
(aled iiiidei lliu uilt ^iill U'^ne tin oubus loi the iiuisligation 

ot tlie i tiiiijdaiiits. 

172 . Criminal proeeedltii^s*—liules letiaidnox Hurtii-salile and aoiuiog- 

inSidde cdteiiu s iiutifiif on <4 fumsi d |iHMdmp Miidmi of 
piuHmlioiu, f inpi f im 111 ol (lOMinmfM plf adorn, appiiiaticni toi fines 
inipood In Mhiits and piini limont'- iiujuNod ilop.uiiiieniallj \iill be 
loiiJid 111 tlit‘ and Jilujuqdis Manind. I iduau ll. 

173. IctiOE to be takao respeetlng absconders.—(1) When ii luiiiant 

issued agiiiiut a pinson acetued in a Post Ufbee case canooi be o\e( iitecl, 
the Court hlioiild be looked lo take aiiiou under sec lioiH iST iiiid H8 of, 
the (Jfimina! ( ade and, uheu an aitai hiiiei'it oicier under 

Ksectiofi 8S is isuiuJ, the Supeiiuteiubod shmild, as far as possible, assist 
fha (hiiiii lu tiaciiig ail ilie piopeili, imnable and imniovalib'% of the 
procLaimod poison. 11 theie appeals in be no iniineduie pioftpect of 
iiiiesimg the alncoiidei, the Chnnt should be a^ked to take aetion iindar 
section dl2 ot the ( t»de of Criminal Frf>efdine. The witnesses on 
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oi tile prosecutioii and all tlie cloeumeiits ajid post office records 
iuM-‘essary to estaWisli tlie ease slionld be produced l:)efore tlie proper 
loiiri, and tlie Court slioiild be asked to examine tbe witnesses and file 
tlie dociiiaeiits and post office records in tlie record of tlie case. 

(2) Ill, tlie event of tlie Court declining to receive and retain tlie 
doeiiine'rits and post office records necessary' to establish the case 5 fbey 
slioiiid be forwarded to tbe Head of the Circle for safe custody. 

(3) The Superintendent or first class head postmaster (including" 
Presidency postmaster) should enquire in January eacjli year from the 
Snperiiiteniieiit of Police of the district in which the absconder „(a} 
coirniiitted the offence and (b) has his permanent place of residence,;, 
wlietlier search ivas made for the offender during the past year and 
with what result. He should also have confidential enquiries made 
regarding each absconder, at places where he is likely to be found, with 
the object of securing his arrest and report the result to the Head of 
the Circle. 

ifi. Limits of SupeMnteMenCs jurisdiction —As a general rule,, a 
Superintendent, when investigating a case of robbervj theft, or fraud, 
should confine liis own enquiries to the offices or lines wntliiii his 
division. I'^xcept under special circumstances, or with the perniission 
of the Head of the Circle, a Superintendent may not, in the prosecu¬ 
tion of an investigation, proceed outside the limits of his jurisdiction, 
or enter an office not under his control: hut in emergent cases the 
permission of the Head of the Circle may be anticipated. 

17S. SufomissiO'ii of reports to the Heai of the Circle—(1) The submis¬ 
sion of reports, both preliminary and final, liy a Superintendent' to 
the Head of the Circle is governed by the following* rules: — 

(a) As soon as the Superintendent receives i,nformatioii. of any of 
tlie occurrences mentioned in rule 170, he should 
suluiiit a preliminary report to the Head of the Circle., 
This report should l>e made by telegraph i,ii the eases 
mentioned in clauses {a), a,nd (h) of that rale. If 
currency noteS; are said to have'been lo,st, stolen or .abstract- 
■, eel, their comp.lete Hos. {see defMitiou'of iJw No» 
ill the Post and Telefp^aph (ruule) and Circles of' issue, if' 
.available,'should'-be ascertained and comm,''ii'B.icate{l'to the 
He'ad of the Circle'as soon nS'possible., If the',case is„oii,e 
for police enc|uiry, it .should be meiitionecl in" the 'p,rili'- 
luiiiary report'whether the ease has'been reported to the 
police’ W’here the case has not b'een repo'ited to the police,,,, 
f'lill reasons for not doing so. must be stated. 

(?i) If tlie enquiry com^er'us more than one division or circle, an 
investigating inspeffior 'will g*enerally be dep'iited to con¬ 
duct it,'and .will submit his report direct to the Head ,of 
the Circle. Officers who are dep'uted to co-operate 'with 
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friiii may sign tiiH ri^port, a enpy iLmi' 

iinriipsliate superiors, ^, 4 ' i.aay a Myiinrate riysn 

direct to thei? iiinriediale superiors, fi an iiiTestigiU’Ju:' 
iiiKpeetor k not ■flepnirai rn n lum rl-t- tonoiiJi'V, ilo* 
Siipiu-iiitimdoots of all the ilividfa:- o.'r o Id-h fuiyniv 
ex'tfuiiis shonlii, froin, time T?; ?,ifr;.\o '‘’.i.'ian-j at*; n't '!o‘ 
flernis of Con'eie,> to wlioiri they are .■‘.1.10*'/!!;none nan ‘■i 
til' ihe (Jirde, 

(f:') TIuy Sll|)t^l^l^^ltell(1e^lt iri wlai^e dkl^on i.'lie em|nify is ecaii- 
{doteci aim! f‘'hmecl >i'M.oi]d .milaiiit a tiital reostrt to tlie Jlrani 
of tlie Circle. ' ' 

i2| \\ lien i' 0 |Mirti!ig cases ol los-' td, su hi rape! aotli. rcgistefeti 
and pareel inail articles finebniing innrred innuiiiatioii slioulc! 

I)e fiiniisiied under the following lieroCr-— 

(m) ,No. of the article. 

(7:i) Office of {losting. 

(rp) Date of posting. 

(d)' Xaine of sender. 

(cj Nil trie of addressee. 

(/) Office of ikstinatioiu 

(g'j Contents. 

■(h) Office or'offices of (ransitp ifcduiliug secri<)ri.s uf the Kuihvay 
Mail Service^ 'wit^li No,-, of sets. 

dll T!u» fi!i!i.l :re}'sort should lie aceorripanied lay any' clocttiiieidary 
evideiict^ coiliiet:;led 'with tlie case that .may be avaiialsle am! necessary 
to make tfic east? taiear, and by a copy o.i tlie final police I'cpuit if llm 
mme was put tljejiaiids of the, police but not taken i:rifo Court, If 
tlie case was takeii .iiitci Court, a copy oit,he, juilgmeiit slioiild be siib- 
iniiiad as soon as thed.rial is completed, Tlie lianms ami de.Og- 

riatioiis id all tli,e, officials im|.d.icatei!, wlituher \\n vu>.v> !ti rohbciy, 
thcil nr fraud) tliey are (‘onTicted or susjmcted, or (in castes of alleged 
loss) i,hey are' 'iiieTe'ly tlm persenis who 'would, itr the maliimry coiiisiy 
have dealt '^vitli the article, should In;* inentioned in tli.e timi! re|MU't, 

.HofE,-~Sli.oiild any clifficuity 'he c'xpcM'ienced inmlitainiiig truin tii<* irmrt. n <'0|rT 
of tlie jiidginwit, fro© of charge, the. matter should be referred to the iU»4imi''te'r- 
Ciuieral minvimh Under the order, oi (k\eriHiiem, llcpHU of lacariiceiiis are 
eniitlecl to ofdiiiii, free? of charge, copies of jMdg!ae.iit.s (or, in the fd‘ verma'iiliir 
liidgriieiits, Eiielish iri.ii:islatio.n,«' of' thein) conviciiiig O'overmnefit.y>fli<‘em of criiiumil 
ifrtVtui*s mid awo (-o|»ic;s (or translations) ot hi<lg.iaents of ac.'q.n!.ti.{d find firf|er.H ei 
iliscltarge. , ■ 

(4) In ciix*'. in whicli tlm iniprnper of frautfuleid uso nt pii.stni^e 
stamps i-. (Iclnrtwl, or iii which a service stamp fro® ’1'*^ letters 

denoting M*rviiv appear to have heen removed is tontul on a private 
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article tliioiigli the po^t, tlie preliminary report to be submitted 

by i!if* Siipeiintendeiit to the Head ot the Circle should furnish the 
iolJowiiig paiticiiiara: — 

(f/j Tlic date on which the oftence was committed. 

Jj) The olfice or seciion at which the offence was detected. 

(r) The value of the stamps used. 

Should it not he possilde to give these particulars in the preliminary 
repoii, tiiey should ho iuioished as •sOon as possible after. In the final 
report, the following particulars should he given: — 

(i| The full iimue and addie>^ and position in life ot the aamsed. 

(ii) Law and section of the law under which the trial, if any, was 
iiistiiiited and the a(‘ciised was (‘onvieted. 

(o) When repuitinif convictions in criiuinal case>, llie Superintend¬ 
ent Blioiild speciiy the dcsigiiaiion oi the officer who tried the case, and 
inioriiiaiion under the foliowdng heads should accompany the report: — 

(«) Kaine, caste and rehidence of the person convicted, and the 
name of his father. 

(!)f Length of service in the Department, 

(r) Office held by the person convicted. 

(fl) iN’atirre ot the oiteuce and section of the law under which the 
conviction was obtained. 

(c) Puiiislmieiit imposed. 

176, Submission of reports to the Dli*ectoP-GeneFaI.~-(l) Eeports 
slimibl le ^iibiiiiticd by ike Head of a Circle to the Director-General 
in Ilie ioilowiiig cases: — 

(a) Cases oi highway robbery tujd of attempted highway robbery 
oi the mails. 

(?C Ca'^t's of sciiou'* lo^^ of liiaiL in liandl othaiwi-e than 
by highway robbery. 

(r) on offices hy dacoito. 

(d) ol Lnii ediftakiiig ill oilhc^ where the loss of Govern- 
liicnt ijioiiev Ol pfopcriy e.Mceds IL, llHi, irre-pctii^e of 
psH^ible NidiNe*|rcml icio^cries. 

Kona-^*lh‘pHly Pc ioui-iu (a uual, R. M. S., ^Iioald sulmiit r<|»ort» in all 
cases oi ihi' land. ol the .siaouiil cl initial lo^s 

ff) I hi 'siM ol ol, damage to, or iaiiijieriiig vith. injured 

arlieltH ol wlnih the iimiircd value exceeds Ks. ‘dofl and in 
!C“-p*st oi uliiih a Muaplaiiit oi icpoit to that elfect has 
been HMei\ed. 

f/| oi IcK*, oK damage to, or tampeiiiig with, inland ragis- 

leicil mtiebs. uliuh me of Npceml interest or importance. 
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!//j fli ti.nisi tiij] f»i iov. isi ni I 

liioilin mlHnt* liii‘ ^*\« nnk llMIt 

pf‘t iiu‘ » I ‘H li n ^ ^ M 

Xf)TF.-'“i)f*|ifity Pf) r 4 j niaf I? M , L i* ^ Ki ^ uyit^ iti a ! 

ol tins kind^ lire |#<*<uu‘ ui tin* aii.MUSi^ < \ *» 

'’lij 11h‘ «l 1 i,J! I' at?! H ft; to-. i«i likiil 

h.\ Tlik cieHtnii iIfni of niliu - Iih% i In. 

ij) rollisimi- la‘tw«N‘jj Lfno|aMii» ni A\ 4Ih 1 IfiiliiiiK*^ !» 

i\lii<h postal ktli< iaK an* naaui’ui a'u»ja a!lf‘‘*ia«l SHiU'iilts 
oi ari\ kiml ie|iaidiii;r IihIi * iim m tiiiMssatmii and 

nf a posjtivpi) auf tluuacli^r, 

\k} Thf‘ daiitli of, or ^foiois^ iiijinj to, a po'^tal olliokil liy violence 
or aeeidont. 

fl) CaBe«i wliiih -Itow any doieol in Hip tulo". 
hnj r«i‘.ON oi inu«rpst uodpr ilio Uiijtt* A'I. 

in) raM‘s lUiirli for bpeoial leasoa^ tlip ifaail ol llie rirelo k ot 
opiaioB bkoulil he reporiod, 

2) In sM^cs oi !iifrlima\ rohher\, a- ^oon a> the Piniinafnler-deiimil 
rectdri^n iaforiaaiioii ol the <aeuireaet% he ^houhl luahe a prelimiiiary 
report to the l)ire< tor-1 retimL ff duntiir iht‘ eoiiiHe of the invedijra- 
tiori aBythini^ of impodaiu'e loiues to lie ^iHoild h»iu 1 a fiiillier 

report, ami when the itiU‘4i^atioa jA ihofal, he dioiihi ^ 0111 ! u filial 
report to iFie Ilireetor-ileiieial. The final ivpoii should always include 
the iiiioniiafioii inefilimiefl in rule 18!h In ea^es of mail ro})beiy roia- 
niilted in hidhin Hlaio% the l^ostinaHlei 4 fonm.d dnaild n*po!t the steps 
taken by him to obtain c*ompe!i^alh),l^ lioio tiie Indian StaO* 01 States 
com^^riied, and the lesiilt ol Jhia ueiioiL 

d) In all the other lanes ineidioned in ]iaia^naph <1|, two report— 
pielimiiiaiy uiid iiual--Humid be ‘'ObmillMb the matUT can h© 

finally dealt with in ilm iirst repoii. lU howe\cr, the final report 
cannot he biibiini{e«l within tliree months of the oemirreiiep* an inter* 
mediate repoit Hioulcl be biihmitted at the end of that [leriot! («) giving 
fill partieukrs of the ease as a’-(*PTtaim‘d up to tlmf time ami the result 
ol the departmental in\esii|j^aiion as far sh it has pioeiHHim!, (h) wmi- 
tioiiing what dela\'^ the submission ol the him! repoil, ami fr) slating 
when the Head of the Circle hope-* to lie in a position ici siilmiii the 
final report. The preliminury repent should lie made as soon as posrtilile 
after Ihe mTiinem‘e ami bv telegraph in the eases uimdioiied in fdaisoB 
(j\ and (k), and if the ease i*' one for poli(*e enquiry, if should he itieii* 
timied whether the i*ase has been reported to the poliem Where the 
case has not lieeii reported to the police, lull Hm-oiH for not doing so 
must he stated. 
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1 1) 111 lejiuiun^ ca-e^ skrm am deieci in tke rules, tlie Head 
f)i I ucle -hoiiltl idtu siifigeshons to ike ameEdments to be made in 
tk iiile'^ 

i)) a Ciise akect^ inoie tkan one Ciicle^ the Head of the 

Lit li Hi wknli ilio iriefrulani} hist detected, skoiiM make the pie- 

liiiiiitm u*poil 111 the i d'ye to the Ihieitoi-tTeiieial and bhould mioiin 
ihi ( iIm I He liU < i ( in it ^ c(aj< eined, stiidiug them a copy of liis lepoit. 
ft \\i!l ilifi! Ik it then option aLo to lepoit the case oi not In cases 
ulitie linn i difltiune oi opinion btiween [leads of Oxides as to 
l!u le^poiisibihu ol the oline^ concerned, eiu]ea\onito should he made 
t< oim at an igutment and li this (annot he seemed, the ordeis of 
ilu Dnedor-OiiiCial dumld be obtained before any compensation is 
|)inl III casts oi 1(KS 01 abstraition imolving the staft of both the 
IN >t nfioi iiid the Itailu 5\ ^Lul Semie uheie a |oiiit enqinry is held 

aiid iio miiijiumis ui detiuie finding is aimed at, the JItadb of the 

itsjiifiue INt^t Otiice uul Eailw n Mail Seiuie Clicks dioiild moit 
peiMiiudk as soon as in a j be litei leieipt ot the joint lepoii consjdei 
joiritit the cone liisioiis aimed at and subimi to the Dneetor-Geneial 
]mnt clfHisiuii (ontainmg the lesult of then sciutiny of the joint lepoit 
and a definite finding as io lesponsihiliH 

\on —Cl pns ui uports will be iiiinished by the He ids of Clicks to the Depatj 
*\if uiuuaiits-Guiu il (oiKiined in the iollowmg cases — 

ia) c’^Ihh iin itiletlion mide on the Audit Office, 

(h\ i'cIho on bitscli ol 01 deleft in, tlie itcoimt inks of aiiv branch oi the 

Post OtfKt iH bioukii to notice 

{(} 'll hue mv iMHcl ic itiue appciis, 

(d) 1C hue the amount oi the loss oi iiaud exceeds Rs 2 U 0 

anrl in suck otliu < ists ind it snrh tmic^ as nru be pustiibed in the Posts cifid 
liimapks indu! htunnt iodf, lolurne I {(uueni! Aaou^it Code), m this 
btliili 

^ (Hsi S OI lUGIlW i\ kobtoki 

177. Htghmy robheFy to be reported.^ |1 j Mini! a lobben oi the 
iTiail IS (oniimlied on the high load, the postal ofhiial of whatever 

* Mdtl }ul(huit^ w Ind an ^Sfa/fs-The Go^eriiineiit of India coiisidei ihat 
cliiigis preiuod In the oftui!> ol li li in St ites igiinst (auieis employed b> the 
Rnridi Post 1 1 J)q ulmuit should k leuutd luth mucli ciiition, ioi it iniv 
iiuiuonily bapiitn tint tbosi ofiiu ds ln\e i dnut mtenst in loiuieting a helpless 
di s 411 nil 11 nlio pis'-* mttliu tlu nu ug not tin c due it ion iioic'^san foi soif- 
(kknu i(itou niiuiiit of Indn loiu.u Dcpiitmuit lettu No 2496 - 1 , dited 
2 <ifcli Juiv f’^s) 1 

Ilu (unuiui Genual m Counul is pluisul io sulntitute the following lules 
regaiding nnii lobhuns in Indian StaUs toi those piescubcd in the Foieign 
DqiirtiJiuit in diit! m Nt KU") ddid tin 1 ’^tli luh l%l 

f Kreu Indnn Si it* is osponsibk toi iki muiu pU'^sige tiuoiigb its ierniory 
ot the Iiiipuni m ul nd puu! >nd i o i,’i Imlnii Statt in Ike ieiiitoi} of 

ttliidi the Iinpuul nuil u | hu! \ u t u lobbul is ^ nmu fata hable— 

(U to pii\ to tlu Biitish Cenunmeni tlu inll laliio of idiattnei is taken or 
destroyed b^ the uibbtus ind 
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fli lilt* lUii'i iiili/iJiu! li till 1 Ihn Ilf il ! inrina, * 

i itt it at oiifc to 111? lof lipoluf t 1 ! ^ ! la ^ ih iHi I 

(J| 1 hi iSllpl I latUMiUit ft I I i IHi !n lih! n il 

tiw lit icui^is iijfoi m dioii u I h n i f ^ f H i i al h, iiiifriu ^ 
fall h\ ii*ic| 4 h,ipli if nnislh '-ii |uii hi i ii \u fi tlu 

of till iIm 11 !i I iiai i ^ i \ 

fop\ of liic iihpiifii to till Him 1 iHmim! I i njfMiti'l fi i 

|j|i Ijiiiiil in niitaJi I tiulliM } i it nil i ^ f na Inio 

'bwni olHailKfl ^1KlT||(| llO SM t po^t 

( 2 | to pa) swh (oiiip< iiKdfoti t ft Ilf nh a nan tit r< iiiti i ? nu n 
of till If! Ill M ill ( f ! H I ! tint r 1 Hn fi tti I y iff it 

lli< I inur". n otli i fNi^oiis In if!j i! ^ f hi! I itt niiifnioii 

fill ih ! Ihn 

I \m\Ario\s I I I lit ttiin luul^ \ } I i t 11 

(ointitii uihIu thi piousioiis of th hi li ii h Mfli « If I ^ 

\«li y aii\ ln\ lug or oihir lutifK n ii\ unit li i n^utliu 

puson iiiipltnu! or iiMtl tli* P^ htf t i tht n ini'mm r Katii iiitwl 

fif m iilb 

(!) No t»mptioH Jill ill h ill \it<{ in chiiintJiv ihi nhntisit itiuml \ um tit 
ni {onip*IISitum on tmoimc oi Inillnm inu lit n oi (thn irt t It I lu if iiitniisi 

i ) llin rnlt li it lut iffut tlu halulit ft! Bnti li P< i Olfifo to in th 
£mo(l inulir di |i .irtiiu nta! luli s d iii^niany fhi ^ ihit t iiMiiu! iituin 
ifiininit'tecl to ite diarRo 

II If II mail rolilxn? iH<amimtt(d m tlu ttniitii tit mu m dc saul fbu tia Ks 

of Iho loldMii* art iracnl aitt flit ol aiudlu i st dt tr St itiw, iind 

tluif lost flip j mw ? pu(( lul dd^ f t tlu t ddn n i idf ptiitiilU h s|i irui iii 

npril piopoiiioti h\ tlu St d< iii uhuli fiu loWtiv nnirs uiid tlu Stud oi 

St lit > into ihiidi tlu ioIiIhis ut fhulh irulstd 

I xM AHA I ION--This rnk nhall not h hold to iiinndc r in oiiununt 

apjioitionmont of liafnlit) lutwoin snu d St d't aui it d nht n couipiic dniis 
ariM tlio firimii jiuii Iiidnlit^ shdl h Iidd ft it'.f on n th it« m wiuti tho 
mid lolilun mix luv< Imn (otiimdUd 

III \ti fniinri St itt to i^liuh tlu //// f fin lululdv ddiiu d ihni attafiii.s 
i i\ [!< id 111 (\tf rmnttoti flurrot tuh Hluuiiti|c— 

(l| lliid its I oliH aiimi utuidx »y diuunt niuudh udii a raid to tlio 

fioUdioi! of tlu mid rmd v | « ni/ ttifoi^h n-. iiriitorus tii! 

tfud d his ds'^phxHl/< d and Mui|r\ in luiij^ijij^ n iii dt«m|tiiig 
to hririg the roblu rs to pistu^ 

U) that the robhiy iias (ommitted udbont complH’itx on the part cd anv 
of Its own sublets oi «ontrdmtfin lughguir^ on tlu pan of its nui 
IfM il Miithontm lo i smaid d tlu Bids li PM Ofli i 

t XPiANXiiON Tlu iw R usiuqiKim ot !i ol johhiiis hdl mi aloiu le 

Rpiidid is III i \if im It mg 4 ii< nnistuBR oi i mch im ot poliu ilhuuKX 

fV Hu Ioiii|M loatmn |uul h\ Imliaii Matts m dio h irgt of the hainlii) 
ddinul m thiisi I (I) and tlu Inlimn of fAntitig ^ ul rohhen «h ifl 

ho crefiited to the iiHsctlhmons imnue of th Pod‘ Olfirt cf fiidiii ai'ic! tlu 
I)iRftcir-Gtiiend at the Post OIBn mi at his dintnturn iiwuid to consini ns 
01 iofiMgiites the wkoh or piri of {ompi nsaium pax mi ids to imdo good the 
caiisetl h} tilt lohliei) of artuhs whuh uo mdfur iiisiiml noi o! g h id intriiRic 
1 iliit 

\ If omiip; to the of the piotntne hTstem in \m Iridimt State 

mail rohl^fFies are allown! t<'> fwimno tm'iueid and to turum niipiirHiliful the 
Gouniineei of India ortho LiMal Ooxernmtmt max m addition to the tntoye* 
iti< ril of tim pefiiniarx liahditx dioxe dt fined nqniR tlu St ifi to take sndi 
tm isiires m may appeal imeesmrv and desirahW for aeenrmg the safetx of the 
imid aiicl in trie default of tim Mate max xause such measures to Iw earned 
out Iw Ctoxenmeiit agencx at the exiense of the State (Oou nrmient of Ifuln. 
ioRign Bepiirtinent, Resolntion No 2495-1, dated 29th Jnh^ ) 
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ITS. Contents of mail to be ascertained.—Immediate steps should be 
iaken by the* Siiijeriiitencleiit to obtain from the office from ^ which the 
iiisiil was last de^jpatched, a list of the hags comprising the mail, together 
miili eopits oi i'ho regibteied lists, and in the case of parcel mails, the 
paieel lists, enclosed in the hags prepared in that office, and ^sneh 
fin flier iiiforniaiioii regaiding the contents, Talne, ^and ownership of 
the regi-lered articles of the letter and parcel mails, ^ money ordeis, 
and casli fauces senf by that oiFice as may he available. Similar 

iiilomatioii leeardiiig the other registered articles of the letter and 
parcel mails, cash, etc., included in the plandereil mail should he 
obtained lioiti the offices of posting or despatch. The Superintendent 
should eoiiiiiiiinicate this information, as it is received, to the Magis¬ 
trate, the police and the Postmaster-General. 

17&. Uiidie detention in any office.—If in any office there was undue 
dcfciitioH to any hag loming part of the plunder, especially If the 
coiiicnfb of the hag arc ascertained to have been of considerable value, 
foUbpifioij of complicity in the lohliery will fall on that office, and 
should he followed up by piompt enquiry. 

180. Siiprinteiideiit to proceed to the spot—It is of the first impoit- 
aiice fhai the Superintendent Hlioiiid proceed trifh all 'possible speed 
io the spot where the robbery was committed. On arrival he should, 
ill (‘o-operation with the police, the local post office officials and any 
ofliers who iimv be able to assist him, use every endeavour to trace 
tile ndbers iiud o (‘over fhe stolen articles. 

181. PFelimfnary Investigation by Inspector—If the wscene of the 

robbery is distant from the plm e "where tlie Riiperintenrlent happens 
1o be, nii(! !i(‘ caiHioi reach the spot wu'thout some delay, the in'^pectoi 
in siib-rlii* ision the roblieiy octurred should comiueiice the investi¬ 

gation. fri snth cases, the inspector wu‘11 be guided bv the in struct 
laid down in these* rules, and wull leport his action without delav to the 
SufMniiiiendent. 

182. Postmaster and overseer to assist the enQuiry,—rending the 
Superintendent’s m iiispectoi’s arrival, the local po^tuuibier and overseer 
should do all in their power to help the eiif|uiry and tiace the stolen 
property, A leport should be made daily of the piogress of the iiives- 
tigaiioo to the Supennleiident, and, if necessaiy, also to the inspector. 

183. Deiwsitlon of witnesses to be recorded.-—The depositions of the 
peisoiih wlio were com eying the mail when it tvas plundered, should 
be eaiefully iaken down in "wiiting. The evidenc^e of other po^al 
officials, whether belonging io the load establishment or to the neigli- 
bcrtiriiig post offices, wffio may be able to furnish any information, should 
also be recorded by the officer conducting the investigation. 

IM. Iifentory of ifecoverei ajrtides.—If the entire mail was not 
carried off by the robbers, or if any portion of it is recovered, application, 
should at once be made to the police to deliver the recovered articles 



m 


Clap. 3] [184*89 


TO the oflioer iii eliarge ot the nihuo .\ii ui the 

«asli, cjirreney note^^^ powty^e tiooev s.irdei*?, rigiaiTer! 411 if 1 m 

fft‘ tiip letter mail ami ail paieel itiai! aitale'- ttie lyiiiiios id 

the ieiowred itiail, to^etfim \\tth ,1 tuli deMripfiejj ih the in 

wiiirii eachi artic‘le was toiiml, should lie pit paled ui duple ate and 
^il^iied by ilie Siipexinteadeai, m, iti fils alHeiMe. In the iii |»h ler m 
ether [jOital rdiiidal T\!m nun lm%e i Ihiige rd flie |iie! luiiian i‘ijqiiiru 
Tile fiiuiaber oi paid aiul niipaul iiniei/istHeil ailide^ e! tlm lelhr aia ^ 
leeorored siioiilil alsr^ be noted in flie iineiHoiu lliie uqn nt the 
iiiTentory slionld be relaineil In the Hiipeniitemleiit , and thi* fitiim 
‘.hoiilcl be made over to the poJiee anthoiitNs as a itseipfs for the aitifles 
leceived from tliewu H aii\ ot the artieles are retained by I he pediee 
ior the purpose oi iirve^t illation, a leniarl to that eilei t dionfil be mad# 
in the inveiitory. 

183f irtides snbse^qiwiiitly i^cofered.—Ait ides MilHeiiiieiiily lecoveieil 
will be made iner by the poloi* iiadei leetnpi to the pod offhe, and 
should be dealt with in the manuei explained in the pHsediii^^ rule, 

186. Disposal of mmmmi aitidas.-^The leuneied when 

made over to ilio post offire, should he disposed of In tlii iisiia! uhimo 
without delay. Ihiitiaged or torn artieles slimdd be lepaiied 01 pLoed in 
profeeiing envelopes or bags betoie flie\ aie despulehecT a nolo stating 
the cause 0+ damage being wiitteii 00 arfiele. 

187. DIsMci authorities to he Infomed.—“Ihntng the jf the 

eiiCjuiry the Supeiinteiident should jnioiiu the Magistrate am! the polhe 
of any imporfaiit eircumstuimes which ma\ (ome t<f Imltf in toiiiicition 
vriih the robber}’'. He hliould, il poNsdde, also ]dan* hiniscii 11 cow- 
liiiiniiMilmi wdth the* senders o( the ait ides of \alue which wme stolen, 
riil'ofiriiiig theiii of the lo-^s, and lequesting them to siipph him with 
ail} jiartiiiLiis iieie-^'aiy lo nmiplete the ifUMiipatioii. 

188. PiBtniaster-Ganemi to he referred to for orders.—The Hffperiii«- 

teiideiii Hhoiild, when in doubt or ilifficulty, csmsiili the Postmaster- 
iieiieiab and ask him fjy telegiaph, il neu*ssar}% loi and ordeis. 

As sncni us jiossilde he shouhi acquaint the Ihistimisleidieiierul with the 
extent fd‘ the icdiber\ , that is, the number and value of the articles 
stolen, fie slioiiltl also enumerate the aiticles that have been recovered 
and state how then ha\e been disposed ol. 

18t* Final import to Pcirtmastof-Demwb—(1) At the rdcine of the 
iuvestigatioib the Huperintendeiit shcmld i,nbmit a final leport to the 
Fostiimster-Heueral, commencing witb the lollowiog iolormatioii, 
viz, ;— 

(a) the date of the robbery; 

ib) the iiarae oi the mail line on wbiih the tobbeiy w’as com** 
iriitted; 
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ff) a (lavHijitioii ot tlie lucabh, ic, tlie distances fiom tlie 
neaie^t and post oflires on eitliei side, and also from 

tile teiminal ofece^s of the line; 

\(h iht name of the diNtiicx oi Indian State (as the case maj 
hej in whhh the iobhei% ^as committed; 

(#) the natiiie of the in]iiiies (if any) lecewed By the mail 
(aiiiei'^; 


(/) a siateimiit in the foim particulars of the hags 

and then loiilents actiialh earned off by the lobbers. 
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ij) Theft should lollow a lu apituhition oi the piinupal tactN of the 
lase and tit t!ie steps tiikeit b\ tin postal and police aiithoi tieb, and 
Ike iesiili of the Lasth, the Supennteiuleiit slitnild state 

I lie ecnieliiHioiH at yliieh he has aiiitod iegaiding the manner in 'which 
the loblien \uis ejected, the peisons hy tvhom it was (onmiitteci, and 
the belnuioni ol the mail canieis and escoit {if am), 

f?1) If the SuptiiiitendeiTt susptcts am postal offidal, he should eutei 
iiiliy into the giouiids lor such suspicion, and describe the measnies 
taken in him to iinestii^ate the ecmduct ot the suspected parties. 
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li0« Docamentitfy efldenoe to aaompan^ report Ihi luul it 

t!ic hiipeiiiitfciiile!it ‘,!iou](l lit aMtiniMiiuii it\ lii tin ilouiii fiita i 

t\ UeiK e uliw h iiia\ he nseiiil aini a\.ui ilih * I'h fa iti n \utf«-n 
depaitiiit-^iitdl [smli h hi ill 1 tniil iiitl |wim 1 Ii 4 % 

eti ), w tii lilt ii labeK, ntitlj aitd taK, th iMla * i lUiitsi 

1(1 diu UdMiij he laittu *i Coiiil iht Siip i Mtiidtid nIuiii i 

ifji a to|n td the final iqitnt <d flit |Htin t lU 1 litac h it Iti h'H 

iwii lepoit If fin iaM» l> takut iut« I nnit a 11 p\ et tin fialjfliieilt 

^'htailil he Milii!! Itul «}s Mtoii i\s fin hial nnnph It I 


r\si V in UIl 11 « I? I 

\ M -il\ i fit i fits liuin th !} i i i u M I in fa 

01 ! i foi 1 j; / j; f f f t fs# #a n/ 6 # n h i f * i tf M / / ^ n i ? / [I * 

tuii) losfnn in ’ nifhohs Hu u/ fit /u?a itil tifu ^ Ui» 

{In/t wH //u f ooii mad 

I i) li/iu< if u duhd in ti ( ni U // t uluii (oia dt koidii h iiu/HI 
by a ^fdnm if shonhf fa ai uisto^ni ftni. tin i% fa h* 4om /f flu auf I lU" rnl 
fioi tdif n ihi im n i a u < fwit 

19L Negllgenoe fesiilttog In loss to ba punJalied.-™ l!if ifi\tHiigatii)!i 
ofciises oi tlndt «>i los*^, 01 oi tanipeiing with aitnks ot tln^ 

iettei mail am! panel mail aiinh-i, tit , m tiauMi tiiiougli tin jw^it 
will be huilitateil or liimlnul astoulinp* a^ the work asHiivm^d totrnli 
ofiinal is taieinlh ami auniateh |Hifonmd oi not. Fcii ifHhuice, 
miltus due uiie is iniaiiabl} taken when «h‘'pait inaiU, io fa-ten 
the hag^b seiiiieh ami to obtain dinhiHi nn[ne«isHnis of the seals ami 
when leeenaig mails, to examine the lomlition ot emli bag so as to 
clete«t fioiii the appeaiame of the seil ami tastinings am signs «d its 
laving been tampeied with, it ma\ be diftuult, sknilcl im\ loss be 
i>iilH.e<|iienfh <lisio\eied. to iraie the missing aificle, or fix the blame 
an iIh otliie oi iiHlnhlnal in f mil OlhiiaK who b\ tlieii t aieh S'^m sH 
m negded oi lules, lia^e impedml oi iinsfiatid the piiweuihfiii of the 
un|iiii\, sho'uM be sevexeh" dealt with and, if iieiehsan, held iivpon-. 
^!!fle ffii the \ sine of the missfisg aitnle, iMU flmiigdi tlieie Iw no 
piuoii ag I lid tlomi ot adnil fin It n toniphui^ iff lln olb me 

i§ 2 . Transit bags bearing signs of damage of lampriiig—( 1 ) ttheii 

a ^lall^i^ bag lueuul btaung sign^^ of damage oi 'tam}Hnrig, ilm find- 
iiiastei oi heasl soitei, as tin uist mi\ be should open li witfnnii loss 
ot time and saiefnlh snutniiH( the umdition ot eadi mail bag anil 
am paiffd, big* loose auount bag* oi biamli otin e bag ihiit imi\ be 
cojitaiiied in the tiansil bag and ol the (oiib and seals oi all siii h hags 

(2) It tlieie IS the leist canse toi sy^pimon m Tespeit of aii\ ol file 
l»aes, the pioculure piesnibnl in one oi othei oi the following tiile 
as itp|ilii *dde to the partnidar eluss of lugs (onemied dioiild be followed 
li tlnne is im iaiw for suspnion, the contents of tlie fraiisif bag shcwilc! 
be lepLifed in if if il is intended for onwatd tiaiisiiii^sioii, inici it 
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boiilil he closed aiid sealed aiul foiT^arded to destination; or if it is 
riteiicled to be opened in tlie office or section, tlie contents slioiiM be 
aade cnei^ in flic iisnal coiiissc, to the depaitments concerned. 

{A) J1 any of the contents of the transit bag aie missing, the proee- 
line pieso bed in iiile 201 should be folloitecl. 

(4) A note sliould in eseiy case he made in the erioi book in post 
ifilus and in the daily lepoit in se< tions and mail offices. In the case 
f d 1 1 all sit bag intended toi onttatd tiansmission, a note explaining 
rhy the bag tvas opened should he made on the mail list enclosed in 
he bag, on the oi iginal and diiplicate of the mail list (if any) to accotn- 
taiiT the bag, and on the label of the bag. 

Notk—III ali ca&e'? in which a bag received for onward transmission is found 
orn, a hesh bag should be used to forward the contents to destination a lemaik 
xphining nln it has been substituted for the oiignial hag being written on the 
and mail list fif an\) This iiiling applies not onU to tiansit bags, but 
Iso fco iif othii kinds of bags 

193. Mall i}ag3 bearing signs of damage or tampering.— (1) AVIien a 
:niilbag is aereived beaiing signs of damage oi tampeiing, the postmaster 
fF head sm ter, as the case may be, should open it without loss of t^’me and 
aiefiillv senitiiiise the condition of the registered bag and any insured 
Mg, cash bag, account bag or branch office bag that mav he enclosed 
II ilie mail bag; and of ilie coids, seals and fastenings oi all such bags, 
le should also sciutini^e the condition of the parcel mail articles, if 
aiy, and check them uith the paicel list. 

(2) Tf there is the leas! cause for suspicion in respect of any of the 
Mgb 01 ai tides, tlie piocediiie laid doun in one or other of the following 
iiles as applicable to the paiticulai class of bag or aiticle concerned 
hould be iolloued. If tlieie is no cause for suspicion, the contents of 
he iiinil bag slimiid be replaied in it, if it is intended for onward trans- 
iiisHioii, and it should lie dosed and sealed and foi warded to clestina- 
ion; OI if it is intended to be 0])ened in the office oi sectioi), the con- 
cuts should be made cnei, in the u^ual collide, to the diheient depart- 
neiits. 

01) If any of the contents of the mail Jmg are missinu, the procedure 
aid do\tii in iiile 205 should be followed. 

(I) A note should in e-\eiy case be made in the error hook or daily 
•epoit. In the case of a mail hag intended for onwmrd iraiismission, 
L^iiote explaining uhy the bag was opened should be made on the mail 
ist (if any) to aceoinpaiiy the hag and on the label of the bag; and 
i the mail bag was taken fiom a transit bag, it should be replaced 
n the trainit bag which should then he closed, sealed and despatched 
n the manner described in the preceding rule. 

191. M# beffldng signs^ of damage or tamperiiig.~-(l) When a. 
)areel bag is received bearing signs of damage or tampering, the post- 
Qiaster or head sorter, as the case may be, 4ould open it without loss 
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t)l aiiil Mtiitiiii'-e tin ictaihi m! t a« i la i 1 aitiile 

ERcl cliefk the nitidis luth tlie paiH»l 1-t. Ii« Mioula al n -uatniiHii 
tiie coiiflitioii ol: the uiaijHl lap. li aiu, iraaiiaMl jii i u jaiiul latr 
and oi Ilia und aiul saaK tlu" iiihiiju.! Iu a 

(!i) If iliaip Is the hni-l nufse leu i«'U , iIjj fUMnlun |»if ul ml 

ill iiile err IfllJ, a> the ame riia\ iniy h y nil d hilly u^il. It 

liieie IS mi miime lui sUs|HiiO!i the c<uiteatn y| fh^ |iy!ui liapf shyiih! ht^ 
lepkeed iii it, it it ss lahuMleMl bn oin^ard ti iU un- ieii, ainf u sfnaihl 
lie domnl aiid Beulml timl ionHirded iu *h sUiyd hui ; at il if m iihimIhI ta 
be opened in the ollice ui sution, tii< ♦ lifeyh, ^lioiihl be dispyKed dI ni 
file usual foiiise. 

( I'l li tiri\ yf tiie (tnitejih ed ipJhd, » if 11 » wboe 

Liid dtmii 111 ‘dtd dioiild le idle ut i 

fl) A noil* diaiild, m ^\n\ i ly , U i ihe in the euer bnuk oi ilaiU 

lepoii. III the e f* iniie! luii mteiHled Ion onwnfil ti.ifeufiiis’oru 
a liofo exp! iihi! .« \sh\ the hap \\as ujseiim! Ism i 1 hi n ole ttn tlie mail 
imt if» aMoini)an\ the lap and «m i!ii iad i t. tie 1 ip , and nl the 
paieel lap wn^ taken liuui a Itaimil ha/. U. denah! !h tepi^iiul m the 
liaiisit hap uhicdi should hfMheedj '^iMb ! ai d eh [afdied m ih*» maiiiiei 
desirihed in iiile 192 , 

195 , Iccountfei tegs foaailnp signs of damage or fai!iperliig,-««41 Wlani 
a.ii amoiiiit bap h ie(m\ed hmuinp Uiim <e iLiiuaye oi ta!ti|Hliiig, it 
slioiild he opened hs ihf‘ postmastei m li» ol ^ni^t wiiliinit he^ fd time 
The {’loiients o< the hmi should he e\auio ^ d i yimh 1 md f hi i \ad by him 
liUtli the s. o ^lip or daih a<. mhhiI i !s iha f la nH\ hf | in flu pioffejiee 
of witiesMy* and liie looieduTela d tlowii 1 h hm slnnilr! he iollo’iied: 

o| Ji thi h e„ ah’’eia! h j lUu aid liaimiiiis oiij, ifa* iOiitfiits 
siiiHild, il no ♦. ash m ni muo/, he leidatid in tio^ lap whui, 
shoiiJcl he dead and sealed \ufli ihe umtuaiite hcwI or, 
wlieie il'iis seal ii not axailahhn 'vmtii the dati* seal, and 
hrwaidul bi iltstinainm. a imnuk explainmp|| 

0 |j* la d f ei!i«. i.\ji1ieu on Is lio I tiid on the siiatl list in 
\ ha ii st IS enieied. li it is despatched Iocho hi tiiiiisit 

!wg; hut il there is^ait) discrepaiiey other tfiiiii in cmlij 
a lemaik separdinp it should fimf he %iiileii on the s. o, 
slip oi daily aaoiiiil undei the poHiraasterk or lead sorteik 
sigimtinm " li anv tush is missinp, the hap and ifg f0|*i| 
and seal slionld he preserwh the ronieiith laditp forwarded 
to destination in another hap whiih shfuild he ehwecl iwid 
sealed in the iimnnei desmihed almve, a remark explain* 
iiip wlij it has been buhstituted ior tlie onpitiiil hag teing 
writttVon the label, the mail list (if aii}) and tlii «, o, 
slip or dailv aceomii:. If the account hap is taken from a 
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tiaii^it bag or mail bag, it slioiilcl be leplacecl ia tlie 
bag 01 mail bag T^liicb should be despatched aader 
the piocetliiie described in lule 192 or 193, as the case 
liioY be. A report slionld, if there is aiiv di^ciepaiicy, 
be made at once by the postmaster to liis immediate superior 
01 b’V the head soitei to the Snpeiinteiident. 

hj If tlie bag is intended to he opened in the office, the cod- 
teiit^ slioiild 1»e disposed of in the usual course, if there is 
no disciepaiKT. If theie is a discrepancy, a remark le- 
gaiding it should he Yiitten on the s. o. slip or dailv 
arfount and a lepoit should he made by the postmastei 
to his immediate snpeiior, the hag and its rord and seal 
being preserved, if any cash is missing. 

(2) A note should, in every rase, be made in the eiior book or daily 
pport wliethei theie is any disciepancy oi not. 

(3) If a cash bag is enclosed in the account bag, the postmaster or 
ueacl sorter should farefiilly sciiitinise the condition of the cash bag 
and of its lock, seal and fastenings; and if there is the least cause for 
suspicion, the procedure laid down in rule 203 should be followed. 

NoTF.—’\Vlieiie\ er anv cask is irniiid skort in an aceoiiiit bag, a report hkonld he 
made ky telegraph under the provision ot rule 144. 

196. Bmitcli office bags bearing signs of damage or tampering.—(1) 
Wlieii a brancdi office bag is leceived bearing signs of damage nv 
tampering, it should be opened liy the postmaster or head sorter without 
loss of time. The contents of the hag should he examined, fonnted and 
checked by him with the b. o. daily account or b. o. slip (as the case 
may be) in the presence oi vitnesse'^; and the piocednre laid down 
below should be followed:— 

(a) If the bag is intended for onward transmission, the contents 
should, if no cash or legisteied (including iiisiiied) article 
of the letter or parcel mail is missing, be I'eplaced in the 
bag, which should he closed and sealed with the insiuance 
seal or, wheie tliis seal is not avaikhle, with the date 
seal, and forw’arded to destination, a leinark explaining 
why it was opened being wiitten on its label and on the 
mail list (it any) wffiich accompanies it; but if there is 
any minor discrepancy a remail legarding it should fiist 
be written on the b. o. daily aecoiint, or b. o. slip under 
the postmaster’s or head sorter’s signature. If any cash 
or registered (including insured) article of the letter or 
parcel mail is missing, the bag and its cord and seal should 
be preserved, the contents being forw^arclecl to destination 
in another bag which shotllrl be closed and sealed in the 
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iiifaiiiPi df‘^aihtHl ,i K*iaaiL e\|ilaiii vJir it Iw^ 

siilistitntfHl loi tW oii^nual lug la'‘Uig miittUi ofj Ihi 
laliel, the mail list (it aiH i, and the h. o i!,iil\ auDiiiit m 
h. 0. ^lip. It tlie hiamh niln t hi|f Wd-' fiLni tioiii a 
ha^ <a a. wail it dumld he iqdind in ihf 

tiaiwii ha^ ut m.iil lia|i slumid he da |Hfdied iimhi 

the pifH edine dcMtihed in luh ui Idh the la-^t 
2 ua\ he. A iep<»it dmohl, ii theie is an\ di^-i iqsiiif i, hr 
made at mue In the pfHtmadei to liis nnuifd <ft -UjHrim 
oi In the head ^mtei to the Snpennttmdmil. 

{h) It the ha^^ m intended to he oiamed hi the {>Hih\ the eoiiteutH 
^hmihl fie disposed ot in the iMial Hmme, H fheie iiu 
disnepamt. LI there m an\ disn**pam\, a inaifk i(«rar«i- 
in^r it should he on the h, o dail\ a^MUint and a 

lepoit should he imnle h\ the pci^tmastei to Ills immediate 
superioi, the lia^^ and und and seal lieiiiir preserved if 
any cash, or le^H^tered (imlnding* insiiml) arficde of the 
letter oi paieel mail is missing, 

A note should m every ease he made in the ein.ir hook or dail\ 
report, *whetlier there is any diserepaney or not, 

(d) If a eash ha|r is enehised in the hraneh oilife hag, the {Mwtmasler 
or head soiter should earefullv scTuiinise the londiticm of the «asli hag 
and of its look, seal, and fastenings: and il there is the least «atise for 
suspicion, the procedure laid down in rule 203 should ’he follo'^ted. 

(4) If the miditirm of any legisteied fimluding iiisuiedi aitifle of 
the letter or parcel mail enclosed in a hraiuh oftiie lug opmied under 
this rule gives lise to the least stispnion, the piocediire Lud doun in 
lilies FIT, FFh 2lld m 2h2, as the nise nniv he, uill, in a general ua), 
guide the postmaster or head soitei in dealing uith tin case, ami slioiild 
he followed so far as it applies m an} i ase. 

(o) It any uiiiegistered parcel is mmsing fiom a h. o. hag oi if iF 
Huiditimi ifi'ics liso to suspnion, the piuudure laid ihmii in luh* 201* 
dimihl he tollfiued 

Xoii lli« \ot» tu iIh laMHiiiiu Hilt ip|»las alst* to i ,oiH iii wIikIi awli o 
t«nn I sli< rt in t laaiah oih<t hm 

1§T. Uninsured registered articles of the letter mail lieariii| signs of 
damage or tamperfng.—fl i A\!nn a leomttuul hag is ieuo\ed healing 

oi damage m tampeimg, it should he opened In flic [UKtimister or 
head siuiei ujI limit hns ot time, and the |Hoceduie hud down hehiw 
elioiihl he followed: — 

kj) It the legisieied hag is intended toi onward tniiismissioin ih«^ 
legisteied articles nhould he caielully si riiliitised mul 
diecked with the enhies in the legisteied list. It ilieie 
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is lio cause for saspieion, tlie articles should he replacetl ia 
the bag, \ihifh should he closed, sealed and forwarded to 
destination, a remark being written on the registered list, 
explaining why the bag was opened. If the condition of 
any article gives rise to the least suspicion, it should he 
weighed (tn rates or eighths of a tola), the weight being 
noted OH the aiticle and the registered list in which it 
is eiitiued. A repoit should at once he made by the post- 
inasiei to his immediate superior or by the head sorter to 
the iSiiperiutendent and the article should, before it 
replufod in the hag, be enclosed in a protecting cover 
addiessed to the office of destination, on wffiich a note re¬ 
garding the condition, etc., in which the article was iound 
should be written, and which should be closed, and sealed 
with the insuiance seal or, wdrere this seal is not available, 
'with tin* date seal. The registered bag should be forwarded 
to destination enclosed in the mail bag from which it was 
taken, the mail hag being despatched in the manner des- 
ciibeil in rule ID?!. 


(6) If the registered bag is intended to be opened, the registered 
articles should be carefully scrutinised and checked with 
tin* eniiies in (lie registered list. If there is no cause for 
suspicion, the articles should be made over, in the usual 
course, to the registration clerk or sorter for disposal. Tf 
the condition of any registered article received for deli¬ 
very or ill sorting gives rise to the least suspicion, the 
ait’cle hbonld he weighed [in rates or eighths of a tolaU 
and the w^eighi, the condition in w’hich the article w^as 
foiiiul, and such other remarks as may be called for, should 
be noted on the article and list, and, if the article is 
intended for delivery, aKo on the ie»*eipt. Iniiiiediate 
notice should be niveii to the despotihbig office or, if the 
despatching office is a li, M. S. secuion, to its record office; 
a ^report should be sent by the postmaster to his imme¬ 
diate *^aperior or by the head sorter to the Superintendent; 
and tlie bag with its cord and seal should be preserved. If 
the article was received in sorting, it should be forwarded 
in ii protecting cover addressed to the office of destination, 
on which a copy of the remarks regarding the w'eight, 
condition, etc., of the article should be wTitten, and which 
should be closed ^and sealed in the manner described above. 
If the article is intended for delivery, the addressee should 
be served at once with a notice in the prescribed form 
(Invii.-3), and the article should be locked up by the post¬ 
master pending the arrival of the addressee. The receipt 
shouM be signed by the addressee before the article is 
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dt^iveinl oi opeiit^d. if auy tla‘ jppfai Iiave 

been alHtraateil, aii iii'iaiiton hI the a*^ 

should l)e made uimI siaiseil b\ the ashii«*">af* jfal fiia pfmt* 
Hiastei. The irneaton ilamld he h\ file j»a^iiiai4er 
with a full iepm*t nn the i ne to Ins laiiiitnfiate 

‘^1 III men ea^e a aote xlmuhl he iiiaMe hi the euo! hooi m lii ly 
lejNot, 

fS) II a le^isleied hnndlt‘ eiieluseii i?i the registeiei! the post- 
master or head norter shmihl <a!eiiilh Miwtifise the toiiditioii of the 
hiiiiille and its seal ami, if iheie is the least <faine loi siHpieimn tli# 
pioeediire kid doMii in rnle lihS should he tolhoud. 

Xoi> 1 —In the case of a Fresuhni\ n»t aim ot a fust dan lasnl nihm^ 
the aodmastei ot the office stM'lf ^hioihl lu u a'-- the imi«#Misate stineriop 

fur the purposes of the prelnimiais nwi n Mti m od 4iuul<l take the sairas lytion, 
on reporlg recen’ed from tlie Ih'iuilmeiit «oij( eiiied of las oihe m. « Siaenii- 
teiideiit IS required to tike on smnlai lepoit^ I iiom eflin s iihynlmate 

tu Inm N*u report ^huiihl he made by a Ibesjdefe ^ >jJ lo t di % pe fitunlo to 
Hif Ibeim »sf{r-cniieial iinle'^^- Ua» eiitpnrs ^!iu\\ hi li i sll »<! that ilei aoeriis 
oi the irtide' lia\e laeii darni,io*d or tampontl mth. 

^ N'otR auv Ilf the ronteiitj of a len ImhI ii.j ♦ n tin priKeliir# 

laid dowfs m rule 2CK"b shoidd he folio u I 

XoTF *'1 ■-Tlif aliua! niM ji if pi 1 ulfiu oi khe oldii so* r mrsoi he etiiorced 
1 ! iidtr flnla 'i ^ psnou iitob iua\ In o|a*ned oi hi pH "miM. II tie atiendaftfft 
a Me id.u‘ie n‘< annot ?e pronaed wHiiiii a u i nuhh time Mio artide wmt W 
dilniitd HI the usual \\a>, 

^01K 4.—"In eases ida re flie n ulm tseij i “noeldnfrv^ oflias § 

iJ.UMgrafd! rn the follo\vui|^ t« rm-^ ^luail 1 h« died to tie nonce is^!ie^I to Inn 
in nun liniLdl.-- 

“I? ym o» de iie the jrtn !e \ul! ho mi warded to tho m/nnei ‘ nivdelbery ’ 
po I olliii* *doie an !U usui ueht i iis aitnul hir Ike pririmse min-* 
IliHK {| abo\f ' 

^1§8. Regstewi bundles homing nigm of damage of tainpeiriiile-fl) 

lieu a l‘p^*isii‘red hiimlle is reudved heating sipiHcd damii|^e or lampen 
iii| 4 h slioiihl ht» opeiiml hy tiie pH'.imadei m head Muhr uitiioiit Iihs of 
tiirie, and the firoeediiK^ pieM^ihed helmr dmiild !m followed hy him :— 

(rt) Tt tlie registered hnndle Intended for onward tranaiaissioi^ 
the regintered aitieloH enelosed in it f^lionlcl be eareftilly 
sa'iifiniHeil and elieeked with the entriw in tlie registewi 
list emdosecl hi the bundle. If” there is im tmm for siis* 
piciou ike artieles should be ertclo‘ted in a fresh regi«t6r§ci 
Dundie, ^wbi(*li Bhmild be fdosed, sealed aiicl forwardetl to 
dfstinatioii, a remark being written in the regisieffnl list 
in whicdi the registered bundle k advised and uhti on t!ia 
cover of the registered bundle explaining why the origiatl 
registered bundle was opened. If the eoiiliticm of any 
registered article received in a registered bundle gives ri» 
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to the least suspicion, it slioiikl be weighed {in rates or 
eighths of a fohi), the weight being noted on the aitide 
and ill the registered list in which it is entered. A lepoit 
should 1>e made at once by the postmaster to his immediate 
siiperioi or bj the bead sorter to the Superintendent; and 
the article sliouldj heiore it is replaced in a fresh registered 
Ijuiidle lie enclosed in a protecting cover addressed to the 
office of destinatioiij on which a note regarding the condi¬ 
tion, etc,, in which the arthde was found should be written 
and which should be closed and sealed with the insiiranc'e 
seal or, vhere this seal hs not available, with the date seal. 
The registered bundle in which the article is again emdosed 
should be replaced in the registered liag fiom which it 
was taken. 

{h) if Uie registered bundle is intended to he opened, the pro- 
tvduie laid down in paragraph (1) (h) of the preceding rule 
should be lolimved in so tar as it applies to articles intended 
for deliveiy, the cover of the registered bundle with its 
seal being also preserved. 

(2} Jii everv case, a note should be made in the error book or daily 
report 

Notu 1.—'I’ll eases of^ tampering, the original eorer of a registered bundle 
opened sliould be kept in the postmaster’s personal custody until the enquiries 
m the case have been completed. In the R. 51. S., it should be attached to the 
head sorter’s daily report and similarly preserved by tbe Superintendent. 

Note t!.—See the Notes below the preceding rule. 

199* Uninsured registered parcels bearing signs of damage or tamperirg. 

(1) When an uninsured registered parcel is received bearing sigms 
of damage or tampering, a report should at (mi‘e be made by the post¬ 
master to his immediate superim* or liy the head sorter to the Supeiiii- 
tendent, and tbe pan^el should be dealt vitli in tbe following manner:—■ 

(«) If it is taken from a parcel bag or mail bag not addressed 
to ^tbe office or section, it sboiild (except in sections) be 
weighed and the weight m tolas should be entered on the 
parcel ami in the last column of the parcel list in which 
it is invoiced. The parcel should he forwarded emdosed 
in a protecting hag addressed to the office of destination on 
the label of which a note regarding the condition, etc., of 
the parcel should he w-ritten and which should be closed 
and sealed with the insurance seal oi% where this seal is not 
available, with the date seal A note should also he re- 
c^orded against the entry of the parcel in th# parcel list to 
the effect that it has been enclosed in a protectiiig hag. 
The protecting Img should be forwtrftc! lo destmatioa 
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iiiHfilp the parrel oi laai! 1> ‘-laMihl lie fle^- 

|)Utr!ietl ill the ijLuiiiiier deMiihed in iiile l!i.> or |it4 
ilie ra-^e may !>e. 

(/i) If till* parce! in lereivwl in a paiu4 ni hiaiJ ufldre^''e<l 
to ihe offire or the unreiiaiiied weiohi orrepi it* 

sHiioiis), the romlitioTi in whirh ii wa^' Iriiiitil aial niirh 
othei remarks as rimy he railed loi nlioiihl hr aoreil ol 
the parrel, in the parrel ^\itk whiidi ii leip'ved 
and if the parrel n lor delivery, aKo on its rereifit, Tii.r 
Int^^ fiom wtiirh the parrel was taken 'with if-** roid aiid seal 
hhoiild he pieserved and haiiiediate urhiee 4ioiiI<l he given 
to the ilfspatrhiag offire or, i! the dt‘-patrhiiio otlae a 
neriioii, to its rerord olfhe. Ii the parrel for oiiwaid 
tiaiisiaissiori if 4ionld he forwarded to destiNation iu 
tile iiiaoiier de%n‘hed in the pierediiig ilaiHe. If it i« 
for delivery, the addressee dioiild he served witir a notin* 
and the iinther tudion preFiorihed in rule 1^7 in louneotiou 
with the delivery of lUitfiuged leni-tered ttr!Vle«^ of the 
IrttM mail, nhouid he iakem 

(2) In every ea?e, a note shmild he made in the eriui 1 ,h»oL or clad} 
report, 

XorF I.--I 11 tbe^ c*ay« of eawh lereiyed in n \urker hiiskoi, the h.i'ikit 
l^e prenerved only if it is ohvioii«! timi it w«^ foiled open or if It o claimiu«*fl 
to Mifh an extent as to admit of any of contents heinix ahstr,ated“ in siidi 
ciLWS tile basket slioiild !>e marked for fnfcare identillfatimi' 

K(m 2.—See Notes 1. 3 and i below rule 197, 

2O0» Insured envelops and insured letters hearing signs of damage or 
tempring*-—(1) H UII iimured envelo]a‘ is reroivrd hearing signs of 
damage or tampering, or if its wm>ht differs from that iioird on thr 
rintdope HO as to give rise to suspirioii cd liavinir hrrii taiiiprred vitlu it 
wiU hrjiiach‘over to the postmasie! or head sfutei, %\ho dioiild lilmselt 
weigh it, ripen it and take lait the lonieum in the pie^enee oi witne'•se^, 
the asrertainefl weight (ht rafi\^ ur eiijhfh,^ of a tohi), heiiig noted on the 
envelope. The insured letter enelosed in the envelope should then le 
earefiilly ficrutiniHed and weighed in the presenee of witnesses. In al! 
eases iii wliieh there is the least eause for snspieion in regard to im 
insured letter or in whiefythe weight differs from that entered on the 
letter hy the office of posting, an immediate rejiort should he made as 
required l>y rule 1,44 and the procedure laid down helow should he 
followed 

Id) If ihe iiisiiml leHer isjaken from a hag nol addres-*!Hl fo 
the office or Heetion, it should he forwarded eimlosecl in a 
fresh insured envelope or, in the H. M, S., in a {iroteetiiK^ 
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envelope on wliicli should be wiitten a note regaiding the 
conditionj weight, etc., of the insured letter and the en-* 
velope m which it leceived, supplemented, m the case 
of protecting envelopes, by the Fo and the office of posting 
of the letter. A copy of this note should be sent by the 
postmaster to his immediate superioi or by the head sorter 
to the Snpeiintendeni with a full repoit on the case, tbe 
envelope in which the insured letter was received being 
preserved. The fresh msuied or protecting envelope 
should he closed and sealed with the insurance seal or, 
where this seal is not available, with the date seal, and 
placed in the registered hag which should be despatched 
in the manner described in rule 197. 


[h) If the inMiied lettei is taken from a hag addiessed to the 
ofhre 01 section, the proeeduie described in the pieieding 
clause should, if the envelope wms leceived m soiling, he 
followed with the addition that a copy of the note referred 
to should he written on the registered list with which it 
was received and is despatched. If the msuied letter is 
intended for deliveiy, the addressee should be served at 
once with a notice in the prescribed form (Invn.-3) and, 
pending the ariival of the addressee, the letter should he 
kept under lock and ke^ in the postinastei’s personal 
custody. The envelope from which the letter was taken 
and all hags m which the envelope was enclosed with their 
toid and seals should be preserved. It, on opening the 
msuied lettei, the addiessee finds the contents to he 
collect, the lettei should be delivered to him on his signing 
the lereipt and acknowledgment, hut if he states that 
the contents aie not <oiiect, the postmaster should prepare 
<i complete inventory of the articles contained in the letter, 
the total weight {m rates) of all the aiticles and the 
weight {la rates) of the cover of the letter being separately 
noted 111 the inventory The inveniory should be prepared 
i!i dupiicate and in the addressee’s presence. Both copies 
should be signed by the addressee and the postmaster^ 
One copy should be attached to the unsigned acbnowledg* 
meiit and foparded to the postmaster of the office of post¬ 
ing, wiiii full particulars of the occurrence for communica¬ 
tion to the sender; the other copy being sent by first 
mail witli a full leport on the case hy the postmaster to 
ills mmiediate superior. 


Noil —It f}i( aa<iiessw dms mt to open tke 
tlii pr to do %o in h\h imsf-me the slouii U 


hiasell, Mt reiiiiests 
eoiaplied with. 



Ill 


Chap. 8] 


I^T^ siicaiioN- 


[200^01 


(2) It tlie (oiiditLOii of the insmed lettw li^e to ao suspicioiij 
the iijsureil envelope containing tt slioiilfl, if intended tor oimard tiaiig- 
liiissioiij be foiwaided enclosed in a tie^li monied envelope or m a pio- 
teeting emeiope, as the case may leipoipj on ulacli a nole slioiild le 
miitien e\piaiiiii]g \\li\ the ongmal envelope ^M^ opened anil which 
bliotilcl be dosed and sealed m the mmmi de^iiibfd in ciriise of the 
prececi nn paiagiaph In the case ot protecting imeiopcsj the note 
should be supplemented by inioimation as to tin ’No ^ date, olhie of 
posting and %\eiglit of the lettei li the kttei is iiitiiided foi delnm, 
the insnieci envelope and iettei should be made o\ex m the u^iial couise 
to the registration i leik 

(d) A note should, m every tase^ be made iii the eiroi book or daily 
leport. 

Nofc—Sco JNotis 1, a and i hdui’' iui4 117 

201 Insured bundles bearing signs of damage or taiici|>eriiig.—(1) It 
dll injured Imiidle is leccived bearing signs of damage or tampering, or 
li its yngiit difteis fiom that notid on it su as to give nM" U) si^puiou 
of having been iainpeiecl ^lih, it will be made ovei to the postmaster 
or head smtei vho should himself vieigli it open li and take out the 
contents m the piestmt oi luinessts the rtaim d weight (in tales 
// i!(^h!ks of a iohi) bciiij. noted on the invelope ui lalwL Huh in- 
sujpd kttei contained hi the bundle should tben be caiefulh scnitmised 
and nmghecl m the pieseme of witnesses. In all rases in w^ich there 
IS the least laiise loi suspicion in legaid to an insuied letter or in which 
the weight of an nisuied Idtii difici*> lioiu that eiitaed on li by the 
oiiut cit jNKiin^ an minudnit n })ou Aiould In nude as iiqiiiied !iy 
luh 141-atidlhf [ihh eduie 1 ud down bt low should !h icdhmeil 

[a) li Itu jiiNiucci Imiink i> lakuj lioia i Hgi^teitd liag nut 
addfO'tsed to the ollia ch scitfon, the letter wliich gives 
liM to suspicion should lie ein lost il In the pustmastci m 
aii inuiicd tint lope to ij\ thi head soiiei in a ptotei ting 
t \s!« jH nldit'iNtcl f) ih» oihu* oi cbon wliicti 
hi III 1 h wniton a uoti legaiding the conditioiij weighty 
etc , oi the insuied leiiei and of the Imndle in wind it 
was iccmcHi (^iipphimmted in the case of the E. M. 8 
by the No. ami ofiice ot ])oding of the letter) and which 
should be dosed and sealed with the insurance seal or, 
wheie tins seal i% not available, with the date seal* A 
cop} of tips note Bhould be sent by the poitmaster to 
hi8 immediate superior or by the dead sorter to fhs 
Buperintencleiit with a full laport on the case, the eiivelopt 
. IE whidi the OTiginal bundle was reteived, or if it was re¬ 

ceived Hi a bag, the bag with its coid and seals, feting 
pieseived* The msured letter enclosed m the msired oi 
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protefiin^ enTelope, T\ith the other letters contained in the 
oiiginal hiindle and the registered list in which the lettem 
^eie invoiced should then be placed in a fresh insured 
bundle or, in the E. M. S., in a pioteoting bag vMch 
dioiild be rlo-ed and sealed, a reinaih being -written on 
the regi^teied list in vhich the insured bundle is advised 
and also ou the envelope or the label of the bag explaining 
vliv the oiiginal bundle was opened. The fresh insured 
bundle or piotectiiig bag should be replaced in the 
legisteied bag fiom which the original bundle was 
taken and the latter bag should then be despatched in 
the niamier desciibed in rule 197. 

[h) If the insured bundle is taken from a legistered bag addressed 
to the office or section and is intended for onward trans¬ 
mission, the procedure described in the preceding clause 
should be followed with the addition that a copy of the 
note refeired to should be written on the registered list 
vith which it was received and is despatched. If the in¬ 
sured bundle is addressed to the office and contains any 
insured letter the condition of which gives rise to suspicion, 
action should be taken as prescribed in rule 200 (1) (5). 

{2) It the condition of the insured letters gives rise to no suspicion, 
the 111 sill ed bundle should, if intended for onward transmission, be 
forvaided emdosed in a fresh insured bundle or protecting bag in the 
manner clesciibed in the preeediiia paiagiaph, a note being written on 
the flesh envelope or on the laliel of the bag explaining why the original 
bundle uas opened. If the bundle is intended to be opened by the 
office, it should be made ovei in the usual course to the registration 
cleik. 


(d) A note should in every case, be made in the eiror book or daily 
lepoit. 

NoTr —See Kotes 1, S anti 1 below rule 197. 

Insured ba^s and Insured parcels bearing signs of damage or 
tamprlng.—(1) If an insured bag is received bearing signs of damage or 
tampering, oi if its weight differs from that noted on the insured label 
^0 as to give rise to suspicion of having been tampered with, it will be 
made over to the iiostmaster or head sorter who should himself weigh: 
it, open it, and take out the contents, in the presence of witnesses, the 
ascertained weight (/n iolm) being noted on the insured label Each 
insiiiecl paiccd contained in the bag should be carefully scrutinised and 
weighed in the presency of uitiiesses. In all cases in which there is 
the least cause for nmfu ion in regard to an insured parcel, or m which 
the weight of m insured parcel difiers from that notii m the Ko. slip 
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pasted to it by tlie office oi an iiniiiefliatt upr ri ^iejiild bf modi 

a'5 lequiied In lule 144 and tke piotniuie laid diiiii liebn\ diiiikl k 
foiloii eel: — 

(a) If tbe iiisnicHl l)af( is intended ior oni^aid irai]siiii^4oii, the 
pauel iiiiidi frne^ use to loi shadd 1 e Hido-ui » 

d piotectiii^ bag addiessed to tin* dine ot fb 4 nation, on 
tlie lalad ot idiic h it nette legaidnig the condiunii veighi 
etc., of Ike paicel and the insuied bag lit wltidi if \\fls 
leceived should be iMitiem and \^liidi dicfnld be c hHed and 
sealed iiiili Ike insuied «eal or, \\kere tins ^eal i'- not avail¬ 
able, \\itii the date ^eal, A nedt* ^luoild ako be letorclu! 
against tin** euti\ of tke in^nicd pind In tin panel li^t 
II] t^hidi 3l is Hi^onad jo the (fleet fbet the allltb k ^ 
been endosed in «i pieO clinic Inig. The iHiiieil pan *4 
in its piotecting l>ag should then be pbued tke otlifi 
iiibuied pa^<<d^ (it aii;^) m a fresh in^uied Ihiu uhith should 
be doMs! and sealed m the inannu piebcubdl toi dosing 
and sealing nisuied bogs, a lein.nk being \uitttn on ihi 
label explaining viliy a tiesli bag has been lisiHb and ultich 
should be toiuarded to de>tiualn>n inside the mail or puiod 
bag fioin ukidi the insuied bag uas originalh tiikeii, the 
nniil 01 panel bag being despatched in the iiiaiiiier rb 
enbed in nile PKl oi Ibt, as the (an^ max be. A 
iopy ot tke note wiitten on the label of tlie [irotediiig bag 
should be sent, uitk a lull lepoit on the ca^e, by the 
postmaster to his immediate supeiior m In the head ''Orlei 
to the Superintendent, the ^^^nle(l bag from idiifh tlia 
panel uuN tiiken, with loid and seals, being pieserved 

{h} It i!h- iusukhI bag intendul to be opened In the oifne u 
seetion and contains ^Jiinig insined panels, ike paiud 
wliieli gives lise to suspieioii should be foi^ardecl tes desti- 
nation emdosed inn pndec ting bag ukidi should bedoMd 
sealed and bihcdled in the loannn dc^’^nibed in daiM" in) 
aboxe. A f((p\ oi tke mne on tln^ la lad, of the pioteeting 
bag should be untten on the panel lint uitli ukidi the 
article uas leeeixed and is de^patdied; and a ropy slioiild 
be sent by the pofetnmsiei t<( lii^ immediate sti|K*rioi or 
by tke head soifer to the Superintendent uith a full re|firt 
oil tke case, the insured hag from uhicli the |ianel xhh 
taken uiik its eord and seals being pieHenecL 

NoiF,—fn the E ^ th* nrstiuf tion** in tie lutfeilirii/ ilmoH nt 
weighing the parcel ami rcconliag its iujp!\ to mail athim and lad ti# 

seciieiw 


(f) If ike iiHured bag is intended to be opened ly the ofliie aiirl 
contains iunured pareeU foi delimy, the luldiessee of the 
paieel xclinh ghes rise t<j suspirion skiiiild be served uitli 
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i re n pu^ciibnl horn (hiMi-l), and, peadiiig 
) .iirual, i!i( pnicel ‘-hmild l^e kept tiiidei 

^ Hid Ian jii the po^iiiunlei% jKisOiial eustody. The 
1 hie fiutii nhif h tiia paiffd n is i iLen with card 
lid iK, and til the big‘- m ^\liiih the iiiMiied ha^ %\as 
Hide lid mill iln i mid aoil seals sluiiild lie picseiTed 
It or f }fn iKi lia pnml lk<* iddia^^tH finds tlia «onfei Is 
!o !if loiiH I Oie paiul siiould he del!\euHi to linn on !iis 
ita tie 1 * ei|>t and adaiottledginuit, Imt if he slates 
iliit die contfnts aie not nnmi, ihe postniaster should 
pifpiie a foinpleio iii^nifoiy of the nitudes mivtamed in 
the paiMl, ana nntdi ihe nnering of the parcel and the 
aiticies contained in it separateh ihe total weight of all 
dn ttiiiflcH Hid life weight of die lowering being sepai- 
* h j[ja1(d 111 the inventoi} Tlie iiueidoiv slionlcl he 
nu| n 1 n duplifile and in the addie^'-ee^s piesenie 
Btdii copn ^ ^li ! Id he - erned h\ the addreAce iiid In Oie 
piHliiiisfpi (he I opA -lio i!d he iftached to the miMgiiecl 
ni kiiowledgineni and forw udtd to the postmaster of tfi€^ 
office of posting, wsih fnl! p itinil a of the or eiiiienrOj 
On imnvraiinn illon to llie -endei, f! i i a < om hehig 
sell! In fiAt mu! with a lull leport on the ra'^e 1)\ the 
postniad'er to his immediate snpeiior 

,^ou II ll eldo» ilM 1 >t 5 li e I n tli pin 1 himnli hit !< p < 4s 

ilif ihsuiunI ! i<» d) ) ui hi*, ii i i * up i I » ni i # < ir >* eti f 

ll till Huolttiuii ol the m-iii(d jninl^ i a to no ^u^pinoiu 
tfn I ' f i Hie n nu d Ina is inomled loi unwaui t!aiismA'‘ioih 
lie led Ml * ] h nut d I or \ huh diould he < Iom d ami seahil, a 

reniail he ml ^ irfltii oi tlu hind i vpl uning why ihe hag mas optiud, 

aiii! Hin Oau d< M « ! *^1 i t ui n tin n hum dtaiihd i \t 
fa H i \ i ! 1 « 1 ll i n ^er ti 

it siiouP P I iih iM n i M j nnit^ u in nui d luiir-e to fhe 

paiu] ilfik Ol Noiti! On Muo inn he 

t \ * M i oiiid ll MM i i'C he made in the eiror hoik or 

d uh f f r 

\f)U ^ \ t I l! * U r I ^ \ 1 ^ lUii 10 I 

203. Cash bai^s beailng bii^ns of damage or tanipcBii^.—Tr a i ,nl hag 

Imi 11 ii lo n il niiti m mptune the iailawiiii! pirn dure 

shoni I hi h Ih u I 

fi\ ti t is inoiidul im i in^ m! t! insinission, i slionld (except 
ni h wemliM] Hid the asieifamecl weigld jm 

^fhnj »^}umld he noud un the b, o, slip dailr acmiiit^ 
h o slip, or icffisteied list, as the case may be. It 

should tlu I! h Mclosfd in a pioteetiiig bag addressed fo 
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flit oflne of d<Uioii, oji. thf I i!h I ot viliii h a iiciti it* 
tlu' u)n«!inDn, oti oi ibe laii** 4 M'iiilii W 

miitlu* tiol ’\\boli siioiild h cio*»fd aJu! 'lOabd w i!a€ 
m *^‘11 H fnt a\ uLiIjIin 

flit ifiO «al i In‘ piolHtia^ iiiU’ bald h ioiuaideil 

tr «lt ^i! liffM ih idr tbo aHourif, to lu li oibn^ tr iiiai! 

I 1^^ Ilf niob flio M-'b hag u filui, fh a raiftt 
hi lull tdiue oi oia I hai hujfo^ dt^pahli t\ a fh^ 
lUciiui I ihMulnd Hi loh tbi, |h I m l*^h, a*' the 

i bo itn Ih V ho m Hi iha slioiilil ^uit at 
oiif( l»\ Hit psstiin'^tt! to Ills naiiiMlutt sti|’H!ior or hj 
Hm h ? i Mi I to the hiipi nnlenduit 

Jj\ ii i HI itiul to he cj|H!iul i! h I ihi !ie i uri 

/oHi ) and opt nod, hhI tbi lotitui^ sImoiIi! ho loiiiitefl h\ 
the [HHiiinstfr n tl ^ p)« hm t ot ^uliiOsnes It aiij of 
ilie ffoiloiH'i oi tlio hag aie missiiig, a Hpoti in loiojiapli 
slifoild h lii i 1 < as lequned hy iiilo 111 , uol the i air, !ock^ 
rn<l H d seat togothei \^ith all the lags in ttliifli it 
eiiLio-'ul vitii ilion ctud and sia! slioiild It jHCn:*ne(I 
A lull Hpou ou tlio ia‘'0 should k s«*nf at iune Ij the 
postuuid.ir to HuimHli.ito ynpoiiot, 

2§l. Euciiilrles to be made bj? Suprluteiideiit In m&m of alwtfaetioa 
of the contents of articles.—It an aitidi wlmh ho- hmi tiii piio! 
is, on delneiy found to ha^e hud an’' pmtjon oi it (oiHiii ahstiaded, 
the t-upeiiiiteiHh id, on iecening iniinntiorn sliould ii' mie itbtaiii 
fH)iii the addie^see and the siiidn, diitii oi, nn n lo h ihri.uigh 
the posial oilnei lomeined, lull paitnuLu'' legaidmg l!ii undeate and 
Taim of tin iUi« h V cmiul < \ HiHn«ii!o!i shtHihl he wadi of thi 
aiiidt- as \uli IS thi baks i \^lLnh i\ ni t«iu\(d Hid then loid aiifl 
seals; and stud empnijis should be nisiituied in the offices tad 
beiticms through i?^dac‘h Hie article pawd. The assistance of the 
Magistiaii aii«l polo e 'hmihl he oldaiitid mloH requiid li it iS 
thoiiglii iieii'‘Sii\ io M idi llo ho I iH i ^ p rH 1 « id i iie slioilld 
he tolvHi ill t i Ih imuliui fuitniid h li » h ^indH ajlheiid tc? 

20S. Step to be taken if any of the contents of a tmwit m mall M| 

BM if on opining a liaiHit oi ina 1 hag rwened, ihetlier 

acJtiresfted to olfice oi section oi not, am hac adiidi ^ho 1 lhl hi 
coiitaiiied in il h toiiiid missing, an iniTnulmte tqant dioiilil he niadi 
as Tefjiured In rule Jtl If any legJstHed (iitdiiding iiwiired) 
artirde of the leiioi mail or aiiT registered iindmliiig instiiecJl or 
tiniegistered aitide of the panel mad is found hhoit in ii Biail hag, 
the pifMetliiie laid chnui in the m\t mle should be followed 

The bag its tord and seal, Bhmild he presemetl in the 
cmtoch «l the postmaster m head soitm, and il d h not atldiesHecl to 
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iliM t‘ Mi ruiffilivr iMg -lioaW be used to iorward tie coatents 

iM If sf ltd Mii, d leiisdik nxplaiiiiiiu '^UiY it lia^ been mib.stitiited lor 
ikt Mf bat! beina \uiiteu an tlie label and lie mail li4 (if any). 

b A liMG* be made bi tbe eiioi book or claih leport. 

206. Short receipt of re#&iered articles of all klnds.-~fl) Tf a registered 
ajis ii a!i'\ kiiid. ihvcmm fl ui .t ieg‘i‘^teied fa paifel list, is not 
leoefu, d, tlie jio^tiaa^ter or iioad ^oiiei ^lioiild al oiice take pcHse^sioii 
oi im* bau o! nA\n In the aitide ^lioabl have been enclosed witb 

Its labf!, odl oi Mails and (oitl, the list and lie other lutbdes (if any) 
entiled f die iisd u!i ot wkndi he should carefully examine^ noting 
any diM ii»paiK‘ic*s and making sin li rmnarks as may be necessary on 
tie list, it the missing atiifle an insured parcel, the postmaster 
Oi Ilf ad '.lionb! frmipaie the aa'ircegate r\eight of the insured 

jKihfi- auiially leceivefl and, the weight of the insiiied bag and its 
scal^, I Old and kiliel w ih tlie weight marked on the label. It the weight 
agiecs, it will tend to show llnit the insured paifei Mippffsed io be 
itii'isiisg wu' not plaeed in the 1am, but enteied by a rleinal error in 
the lo't, 0 ! that it missent to some othei oIHh oi section, or left 

bebind by mistake in the o{li<*e oi se(*tion wiiifh made up the bug. If 
a ugistfued aititie whhli should have fieen leieiTinl ere losecl ill a 
leoisfeieil biiudle iniNsinir, the matter should he lepoited at once to 
the postiiia^tei, who w 11 immediaiely lake possession oi the registered 
Iniadb* ala! the baa‘ in whifdi it wMs emdosed with its labels, seal f‘r 
MSils and lord, and caietully examine the (onditifm fd the registered 
bundle to *^00 wlielber there is any leason to sUspe* t t!mt it has been 
t impeled with, 

A o I I 11 tl s , rh,. insttwlam al<oni wu^lniirf naovb [i|»piies to mail 

ai I if i If > m IH t mi 

dj 1 he b,io 01 i!m* ieosstmi‘d hiindle in which the inissing article 
h oibi o e bot-n sMf ,sd, I Hm 1 mod ,u d >>m! mi and 

H I o?n ^ ill Pit *]i{| ,i I ,nn !e wos eiicdosed, 

wuli tlnoi Mud Olid -eal'', bhoiibl be presciwed. If the bags or biinclb‘s 
ij Al 01'^ to be pieser\ed wane not addressed to i!m office or section, 
’ t' * so on ts. ^fimib! be Gew,tided to dcstinafiem eialoseil in other 
Mi’* fill !i ^ a I b Jl I * lid mmImI wifh the insiiiain‘e 

1 ’h o ihy * <1 , ux.olaldc, with tu, do* f- b i note beiiiif 

^ cOi I fliM L,bf‘l <f f as1 s ! * n Am ^ i ^ hi lAt fii aii\ b 

txiy'i’! 111 . \Ai\ fit* b 5j I f b nda ^ i-, ’ ^id >1 tntto On ilie original 

b y A iOjdio. 

b Tb<‘ po'.fij i>h j 0 bs A M M’n NiiMiihi bann»d ateh ici^oii the loss 
Oh i it\ inb‘ ilL He b OibI nnkc a tboiougdi ^caix 1i for 

ifie inf-'-im.* ailiAe m the udin* uj mail laiimoid it if muinol be roniif.! 
ntke down the nanic*^ of a!i pie'cnt oif Indian po^?nlml, pindceis, van 
pfoim, pifftem, etc.), nofinn life '.bare which «ach had in the work of 
ic<eiv!iig, iipciiiiig and handling the mail with which the missing article 
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hliHUlll !h»\t' liCPii iCM*U»ML fi !H*0“^NaU slliMiifl ?!I4\ 

iiili uj flit* *i1 siattoia a-v tlif ^ .aa 

vihiv Ianual ot Ihc pahci, ssh) , if it i*s < cj.rA.sidarf*il 
iuhixtiila, Ita TIm -tafpiiHiii ul all tiu* otliriril'- 

Mtoiilil l>a leuiftlcd ifi am! th^v ba icipi iwl tu ihe 

ilf‘|Ns>itbiiiN, tliaii Im. mu by iia» |) iiju,i In* (ir 

soiUi. Il aii) t)t liialis ulipMi- la 11* Mali had, al ilu* pain a 

sliaiiJii iiM awaited W hni tin* pain a anna, mine al iha nlliM.* t-falil -It- 
iiiaiit or ^et ^^!^lflld ba paiiiiftital to la,ua till h pmliififfian luvi 
tmiu oiity be (riii>ideu‘d iHae'-sn^, ' a^ haais (ooiplftHl, A l‘in 

It. poll hi ull the n’liiiiHstasH e^ shanhl tlaoi he naale lo tla* piHtiiia^tiT 
a h]\ iiiniiediate siiperioi or h} l!ie head wfei la the Sap a fdeiidnd. 

20T« Enqulrfes to be made by Siiprintendent In cases of loss.—(1) 
Ihe Su|,Nniiitt*!ideiit should lose no time m unpiiring into Hie allej^tod 
Ioh^s. lia nliould eanduliy examine Ha* haus, <oid unci seals iliai haw 
been pieserwd and, ii neeesmiy, lequest other Snpeiinl'endeiil-^ and 
fdlieials io assist him liy makin^^ enquiries uifliin their respeiiive pirH- 
dh ti'oiis. lie should, as soon as ptissibh'*, oht.iin lioin llie adilrf*s^ef» and 
'^eiidei fit the If^t artiide, either diieit or tluoiiMli rlie Siipmifiteiitleiit oi 
po^t oifiees concerned, full patiiculais re^aidinw ih tontents and \ahie, 
the f ircmnHta!H‘es under udiieli it uas posted am! a!f\ otliei informal ion 
iliat may he a^ailahlm Ife should umnnunifaite tin's inhumation when 
lendved to the police ii the iinesti^mtmii has heeii placed in their hands, 
and also luinish them \\ith smdi other evidemn^ as imi} tioiii time to 
rime come io his knowledge, to enable them to prosecute the ittvestiga* 
tioii, 

i2\ In im|ioitant or diffiruilt (*«ses, the Superinierideni slmidil himaolf 
pimeed io She office or io tlie lieadquarters of the set, as the case may 
lie. to which suspicion of the iheit or lo^s attarhes; siiul, ii necessary, 
risit the offices or se<dioiH through wliiidi the aitiele passed, in older 
in follow^ up the empiiry from ofhee to office iiiid section to sendion. la 
uiher cases, if the Superintciidenl is uimlde to lie picseiit, an inspcitoi 
may he deputed to Cdviy on the eiHpiny, Tin* latfi*) siioiild keep the 
'su|miiideiidciit informed of its piouie^s. 

208, Complaints by addressees.— il) It tin* addressee of a regislered 
aitifde ot the letter mail or of a Je|iistmed paicel uhiedi he knows or 
Ims leasoii io helieve was ]>osted, umipLuns (d not haTing refeived it, 
the complainant slmuld he asked to state the senderks name and mldiens 
and the prohahle date oi postiim. These paillculars should he umi** 
mimicated at once io the ot!u‘o wheie the article is alleged to have 
been posted. The postmaster ot that otfic*e should, immediately m 
receipt of the complaint, ascertain rthether the article was despati lied 
and, if so, issue a ssareh hill to trace it, pioTided that suiticient iiriio 
litis clapped for the article to haw reached its destination in the oTfliniiry 
i ouise. 
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1,21 A note slioiild he marie in botli oflir*e3 in the register oi eom- 
m, tiiis is not mamtained, in the eiior book. 

20§. Goftiplalnts by seiiers.—(]j When enq^niries as to the deiiTeiv 
oi aii iniinsiired legisieied aijieie ot the letter or parcel mail are made by 
the seiifler at tlie'^ofhre of posting, he should be informed that, when 
a i^peual postal acknouleflgment is not paid for, the office of posting 
refcrve^ no notice from the office of deiiTerj regarding a registered 
article nr parcel, union's it is lost; and that, in the absence of any in- 
imiiiatiHii in Ihe coiitidir, it must be (concluded that the article \ti\^ 
coiiectly (IcdiTcred, 

12) li the sender ot a registered article of any kind produces evidence 
that li was not received by the addressee, as proved, for example, by 
the latter's htateuient to that efiect, or gives reasonable grounds for 
believing that ii vas ind delivered, the postmaster of the office of posting 
should immediately make empiiry at the office ot deliveiy, aiul li the 
result is not baiisfaetoiy, he should at once issue a seaieh bill to tim‘e 
the mis dug article. Should the contents be stated to be of considerable 
value, the enc|uiry from the office oi delivery should be made by tele¬ 
graph. 


(bj It Ihe bender ot a n^gistered article of any kind for v hith a 
postal arknouledgiiieiit is due complains that he .has not received the 
ackiiowlwlgmciit signed b} the addressee, the postmaster of the office 
of piiHiiiig should lake immediate steps to obtain and delivei to the 
sender an attested copy ot the addressee’s leceipt on recoid in the 
oflicc ol delivery, li the sender prodtices an unsigned m knottledg- 
men Uo‘ fiu'iiuasici d,iuul(l send it to the office oi delivery for supply 
of tue 

f4) A note should be made in the register oi complaints or, it this 
register is not maintained, in I ho eivuv Iwk, 

210. Search bills—(l) The object ot a search bill is to tiace a bag or 
a regisiered article o! the letter or parcel mail during its coiit'-e liom the 
olffi i oi dcspulcdi io the ol!h c ol iinal dcstinafioii, li may be issued 
liy !iit [it^!iiKi*4cr CN' tin iffine oi posting oi dtdivery tir bv an 
iiiu iiiMlialv iHhl ci lecoid ciin e or In a ^uj,Hnvisiiur oilcer; 

and TiidV uo ioiiuad- to ihc oflnc ot del vci\ o,r bjfia^tni^ To 
the oiliCi^ tjf- p(iSt!i<«, TJic bhicii ic d stnnli bill "udil, ii ]!io4 
dcLy and iconic ctuic^'puiidvmc lo liailiiix aii article 
tiiioinjli sinciai olfiu*^ oi c< icoic f|oh Uy flian diitHf eiujiiiries 

a<ldre.‘NMHl If? mcli oilice cct on mu aluo the cllici. If iv -^erv ini- 
IMiiiaat, ihcMlmt, iluii the i'^Niu ot a ^catj ii lull or di^poml ai any 
stage ‘^.lioiihl not be dcdacisl. It dionbi be lorvaiil bv hist mail 
to the po^f office or reccml otln e in advaiue, and the last office dealing 
with it shoiilil reliirn it as soon as ii h completed io the officer by vlioni 
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t \^iinL Sfjifli I !i ‘-lionI.il lo 1 ?^ -fin 4 oft n i\ 

1 floif'! I ion C5i ot j ijnh I4i ^ '1 ^ Uid^ ^1 !“• ,1 

o|f»‘fM I. 

* 2 ) T^i«» oflifin \}hn in 1 loll m iiM hIh 

111 U- L,nt folinuoi fin 3 ,« J non! (ni t n * iIo-ifmJ, 

.‘•fii'l ill - “nniil||.|♦ooi iiHi 1 I. h hr «i In i|< 4!u'»»-n 

iliionuh nlot-'i Ion! t!ii» liil! ■s ir tin '’* i * 'i* liili^ 

ili^]uv anil ^utiioiii oriloiinin iinhnnii ^inl i I . \ Mi|s\ M h*, 

iiiarl-^ nii |!h‘ -onioli 1>il! 01 M lo |nnjMii‘t! n* lirinlib tU\ tnil 

f’op\ -looib! Im‘ --oJii lo fl o n/n / ^ f/o'i i o|n liv of 

f*i!iril ill h'lofl iofj ^hsii li -honlil 1 of uni tb * -oimI ! *io]l ^ ooiri- 

ploioil. Till* «r tbs' No^ipb bi}] ..bro.i!sl h 'ia i* ♦ i1 lo tin 

offif'or. *im 1 am ilolav in tin* riootfif ni inb-jiiiiat’oii fioiu aii\ filhce 

^Vfiilfl lio l>ioin/!il by bini to tin* mniio of ibo ptopn nntlioriiv. 

(31 IVfseti the seatob bill h lotnuHoi ffniiplolod to t!io ofliifr, 

it slioubl bf* fibnl 'with tln^ KnnoN ol fbo rornarb- finob* b\ tin oHiior*^ 

wbo'-o loif ih n pa^Mni. 

211^Complaints of lo^s of unifo^stemd articles* -li 1 [minnor a 

uiiiiplaiiit lb jfifubs eitber hv tin* 11 In tbo .obi?of tin* lohfi 

ot an tiiirf'giHlf>rofl arnb b\ tin* otlni'r to uboni tbo Miiopbiiiit ib proftnietl 
‘ilionbl at OHIO ailmiwlodtio it nid iidottn i1m* «oiiipl iiiiaiil at tbf laiiie 
tiiiio flial no iiMoni n* io*pt oi «^uob rutH‘bn wh in in « ouim* of traiiMitif^wiriD, 
lliroii|:,d^ ljify|iost, but tliat ovfon eltc^rt \u1i bn niado to tract* tin aitirle 
ami ’that if il is fonml, it will bo dolivomd to tbo nddn isoa f»f flit* *-p!ii!i‘r 
as tin* cann iniiy !fn|inio. ft ilm aifitlo allou$»f! to ha\t* nmimiifcl 
aiiTlliifiir llin iniri^tiaiam or insniam*** ot \'}i cii i*- umijiiibor}, ilie breach 
lift* [lo^^fa! I fib’* in Handinif ?| nniPin>toind be |ioiii1ei! out to 

tlio t fiitipla 

(21 Ho<|niiy Hbonld ibon bn made from tli«A otlifcs 

iiodiriir ami delivery m v^ell m from the Bern! ladter Office wliifl 
serves flie ofhe ol pfisi,3i«r; and if the artble u not tinuMble at any 
of flio^e ofliH , ilie lao* dio’ibl bt tin nl 

212. Loss of an ailfcle coEtainltig anything of take*— 1 ;]) In iniB« 
wlier«‘ if alleyod that the nnifeiifn of u niibsim/ ii?ire|iri4fferl artieli 
weie Aaliiable, the aelion taken In* tin* Sopeiintenrleid in cliMpoHiii”* of flit 
fomplaiiit, the mimeH offheial desitaeations. and hraracter of the iiig- 
ppfted persons, mid hU own eomliisioris in fbe slunild be specially 
3"cporied for the infoimutinn ol the Head of the Cbiibn Tlie .lepcirt 
slimilil slate wbotlim* (lu* ]mHtintr of the article ^\^ls pioved or not. If 
any ptiioblinieiit is irniKHcd bv the SnpeniderHleiit on a siibori'biiale 
wliiim lie is aiilliorised to pninbh, if sbotild be rneiilicniei! in fbe re|iort, 

(2) A speeiiil report \s\]\ not ordinarilv be Beccssary in eases in ^^hicl 
thfc^ foiiieids id a inneirisiered «ml3ilo ba\e not boen ilecdaroil to 

lie of any imhm. 
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213. Ffei|iieEfc compiaiBits against the same office oi? seetion.—When 
the fieqnency^of complaints of loss affecting a particular office or section 
causes suspicion to attach to it, the case should be reported to the 
Head of the Circle, and the Superintendent and the postmaster or head 
■sorter should exert themselves to discover the dishonest officials. If 
the complaint is that numerous letters which were posted did not reach 
the addresses, it may be useful to post test letteis, and with the 
assistance of other omcials watch their transit to destination; or the 
houses of the suspected peisons may, with the mnction of the 
Mof/hstrate^ be unexpectedly searched. If suspicion rests on the office 
of delivery, the same means may he used to detect the offender, t.e.^ 
the delivery clerk and postman should be watched, and tested by mean's 
of test letters. If the actual offenders cannot be discovered and the 
losses continue, the establishment of the suspected office or ^^ection may 
be dispersed to offices or sections wheie they cannot act in concert, and 
their condwd in their new appointments sliould be strictly wmtcheiL 


Casks ok niAvn anb misaffeofiuation. 

211. Fraud faellltaM by lax of pid inis- 

appiiipriation ot (loveinment money l>v postal official! will sil&m 
if the rules uhiiffi detiue the ot each fsfticial are sfriotty 

erifoiced, and if the balame^ of post oilue*. aie \eiified and the mr- 
rectiiiHB of the a<*C(mnts tested liv tlie postmastei in atcoidaiite U’ti 
the detailed iostnidioiis on MilipMt. Wlom a oi iraiid 

4-ainei! on bi a post oflne, it uii! geiuoally 1 h‘ foiiiMl that seveial meiii- 
fuos of the osldblishmenl have been acting in lolliision, and that the 
postmaster has been !a\ us his supersisioih 

215. Check on credit of upaid pcstaf^e.— i \\« n . -upeni-iiiji 
otfiH I has ifMsoii tia su''|HH t fhal a po>t cdfa e under (iuitiol la h to 
afloid 1 ism! i loi the full niauunt ot jiosface due mi aiucies ie(*eived for 
slfl u*n, la ''limib! appK fe'^t-, fo the of tin* po'^tniastei In taliiig 

lade t mn* 3 ia h i- .i.t opr’^Hitui ot ilie fHKtauc on ai liilcN despest^ Il¬ 
ia! I ? tiieoilii* n the pii ‘om ^ el and '•MUiiimn ii nei essan, 

rlie t o-opeialioii ot othm ollitmls. Such co-ooeiaiiou will lie specially 
ISM in lase-* w!,eie the idle e to be ie'^ted ueei^es unpaid sialioii 

iilabK of th-e bdfm mail iiom moie than one chine or iioiii an office 
Of sHlimi outside the Nupeniiteinleiit\ |iiiisdjfticai bfcaiise, foi the test 
lo be cofiipbUc. notes oi the |H?'.taut‘ due on all the despaicdies retidveil 
Oil the yum* da^ !o tin* otfn e io be t# sted inuffi be kc pt ai all the despatch- 
iiii» oflh es and sections, mi iltat the a^uic^cate posiaoe due on all the 
dc‘sjiaff !n‘s mav be compaied witli the euiit in the letter postage 
accmunl or in the memo, of niipaid pasfage taxed and received diiect, 
as tlie Case ma} be. 
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(2j Similarly^ wlien there is leason to subpect that a post uiliii* tiU', 
excess^ credit for foiward postage^ the siipenj&ing officer ‘shoiild appi) 
tests in the manner described in the preceding pauigiaph by tafaiig 
note of the postage due on forward bundles made up by the otiet\ and 
having the notes kept by the receiving offices and sect nos Jii respect of 
all the forward bundles made up by the post office on the Hatiit:* da), 
so as to secui^e a compp-ison between the aggiegate posta|ie ihii^ as¬ 
certained and the entry in the deposit account, 

(3) Supervising officers of the II. M. S. should, vhen ic‘«|iie^tt‘d to 
do so, fully co-operate with tliose of the Post (iffire in c anung out ilicie 
tests. 

(4) If a system of fraud in respect oi postage is cb-icneicd to lane 
existed for any length of time in an oflice, it ^\!ll oiten be ,i piool iluit 
the supervising officer to whom ihaf oflicc is siiboidinate lias negiected 
his duty. 

216. Temporary misappropriation of money.—Fiaud h 
committed by officials in respect of money iec‘ehed in the cxenition 
of their duties which is misappropriated for a time, tlie amcmiit lieiiig 
afterwards made good and credited in the acc'oimts. This is a very 
serious offence, punishable as a ciiminal breach of tnist, even iliougli 
there may not have been any actual loss. If a postmaster or a super¬ 
vising officer has any reason to suspect fraud of this imtuie, an immediate 
investigation should be made. 

217. Defidenoy in the cash or stamp balance.—If a suporvising officar 
finds a deficiency in the cash or stamp lialance of u post office or iwotd 
office, the postmaster or treasurer or both iu the (wne ot post offices or 
the record clerk in the ease of record offices should he called upon to 
produce the money or stamps. If the official or officials cannot do so 
and are unable to give a satisfactory explanation, action should be taken 
as prescribed in the rules on the subject of ciiminul offiem^es in the 
Posts and Telegraphs Manml Volume //, the case being repotted by 
telegiaph, if possible, to the Head ot the fircle, 

Kote.— In the case of a biancfi ufFice ui cluir^e ot an e\traHh‘|MitmentaI ngmt 
who has been alb^ed to male his own anau|i:c*iuents to* the n.i>io(ky of cash, 
stamps, etc., when a clofiemiwy in the cash or stami* hakiice is noticeci by a 
siipenising officer, should he given to the extra-clepaitmental agent to seiia 
for the cash, stamps, et(., and no chaige of fraud should made againsl him, 
unless he is nnahle to pioduce the lull halanie shewn h\ the ac< ousts williin » 
reasonable time. Tf any unreasonable delay occurs, the supcryimiig offirei 
make local enquiries and it he has gooci reason to suspect dlslionestK he should 
proceed in accordance with tlie instinctions given in the aWve riile. 

SIS. Complalnte whioh Indicate fraud.—Every complaint, whidt poirds 
to fraud must be emiuired into without a momenFs^uiineceasary delay, 
The enquiry should be made wifh the same promptitude as an eac|iiiiy 
by the police into a complaint of a cognisable offence. A Sufima- 
tendent or inspector is expected to be able to move at a momenta notice 
towards any point in his jurisdiction; and, If he dtdayg to make an 

I 
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enquiry into a complaint wliich indicates fraud or a likelihood of frandj 
he will he held responsible for all the consequences of the delay^ whether 
the complaint was leceived direct or from a superior officei. 

210. BepoFt to Postmaster-General in fraud cases.— In cases in which 
a sjstem of fraud has been earned on in a post office, in connection with 
the savings bank, money order, or any other department, or when anv 
blanch of post office business has been utilised by the public for the 
commission of fiaud, the report of the Superintendent, besides stating 
the lesult of the enquirv, the action taken, and the conclusions drawn 
by him, should set forth in detail the manner in which the fraud was 
committed, and point out any defects in, or breaches of, the rules by 
which it was facilitated. The Superintendent should also in such cases 
submit, either in his report or separately, suggestions that may seem 
to bfm necessary for the amendment of the rules. 

220. Requisition for money ordeirs on receipt of complaints and their 
preservation.—(1) Wlien a complami is made regarding the non payment 
or wrong payment of a money order, it should be decided as early as 
possible whether the money order is necessary for purposes of the en¬ 
quiry. If the money order is needed, it should be obtained without 
delajj' from the Audit Office if it has reached that office and has not 
already been destroyed. The peiiod of preservation of money orders m 
the Audit Offices is generally one year from the end of the period of 
currency in the case of paid inland money orders and three years in the 
case of inward foreign money orders. 

(2) Inspectors and postmasters who are subordinate to Superintend¬ 
ents should not send applications for the return of void money orders 
direct to the Audit Offices When a void money order is required 
from an Audit Office for purposes of enquiry or reference by such a 
postmaster or Inspector, the Superintendent should be addressed, and 
if the Superintendent is satisfied that the document is lealh wanted, 
he will x'equest the Audit Office concerned to send it to himself, or to 
the postmaster or Inspector direct, as mav appear to be expedient 
in the circumstances of the case. In making requisitions for void 
money orders, the Supeiintendent should state the cireiimstaneeB in 
which they are required. 

(S) Inspectors of post offices and all head postmasters mav call for 
paid money orders from the Audit Offices direct for purposes of enquiry 
or reference. 

(4) Unless the return of a paid money order obtained from the Audit 
Office is specially asked for, it should be preserved with the records of 
the case in the office of the officer who conducted the enquiiy and 
destroyed with it in accordance with the rules regarding disposal tf 
records. 
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221* lequifeitioE on tlie Audit Office tof discharged mM ccrtilc&tes 
OP waimiits 0 f payment Ib respect of satings banl wlthdmwais*«-*J| 
JiiHpeclois and posiriia'ii'^Bs tilio aif* ^nboidiffatt lo a Siipi ial« n*. ii! 
iii*?! fla^s pf^^tiiiaslei ait* not autiirnHi^d to i til h»i d uiti- 

iiiatis 01 laiiiiBti ol piivauB in H»prit fd luiif w 

iHilo the Audit Udict duut \Uieri a «1i dni^jd til fiiHt Ui i 
mail ml cri |H\iiie!it is lupi uh! In h an uifii lal hn piirpa r 1 1 un iiii) 
0 ! laiieiiii ihe hiipannlfiidHit oi the Inst fia'-'H pmlu i hi iinjrl }m 
addtenstcL IlisihaigHl lasb nntihciitfs aie pIl^antl^ n tin AwLt 
fiffiie for eight jeais (onniing lima the dtifs td flieii |a\ i tail uul 
Wdiidtils ot pajnaeni for thiee \oar«i. 

(2) A thst iiaigod cash (Htduate or a variant oj pauia u| ftblaioH! 
fioia tlie Audit Office lot pniposos ol uh|uii\ oi rdcrmac shoiild liol 
be lotiifimd imltss rcdiini is specialh a kcd foi !n the \adit Office* 
It filioiib! be piosiB-vei! %iili the ri*Iati\e hie m the offiM c«i the hiipeiiii* 
teiideiit 0 ! ihisiiiiiiHtor-Ooneial oi in i i hss poHiiaaHlia, ii«i tin vme mav 
be, and destroyed with it u a«M n\ nae \\ith the xnlis legiidmg dispiHal 
ot iwoids. 

222, Applications to CliecI Office for telegrapMc adilces*—li Ifgiaiduc 
adiitis appt itaiiiiiig to paid teligiaphir aioiin oidem an iitaiitd b) 
the IVleguiph Oheok Office ior tinn' laanths, bat ilicnt* mlatiiig |0 
tidegiapliK* money ordwH the ■p,i\iiH]it of ^imh cannot lie iraced are 
pieimed foi hw It luillnr pt uod as Bki\ bo locessau tot audit |iiiiposes 

n-lmiioia! ^lioiild apph to tin Icamnts Olhn r, ihlegiaph 
I link Ollit e Oabiitta^ tor any paitindai ad^iccn lhat iiu} In lecpiiieil 
to! uispeOioB* The lyhnes sboiilil k letiumd Ir* the OIim k Oifiee 
%lieii no ioiigei nqmnd. 

223, Claims of defraadeil prsens.—t J lu aU c asc c \t i pi tlone leleiied 

to ill pHHigicipli (4), %iliue loss him licen caused tn Mi] pi \ate pmem 
in iia\iiig* liH Ii inmippiopf i iiui In a po iai oifn a! or tiaiidiihfitly 

olitiiiiteii fioiii lilt Tint Othu In an ontsidei, tin PcHlniasbudjeiieiat 
filioiiM issue ordeis lor the to he ieiundi*d to the detmiiclfd 

pusoii as Homi as he has adiiuttul Ini fLiiiu H is nnpcuiaiit lhat there 
bhijiild !m lio \ deUv ni sat sH mg tin Oaiiiis ol dc tmnded 

{Hivum ill case-* and ilu upc n mug olln ei uiisuriod shoiilcli 

time Ion, 4p|d\ loi rln oidei of tlio Ihntuiastc idu litpal on tins point 
a-, sCMUi as llie iac Is ale < lear. 

(2) In cases mlieie luonoj lecci^nt for the J^s!le of a mo!ie\ cucier 
has been niisappiopii ited In a postal oHu la!--uherc the iiusappio- 
priatioii linn !ni\e taken plan and the chain ol the didiauded leiiiitter 
lias Iieeii adwiiitetl !n the PoHiinaAudhm lah the rtiiiittei Hhcnild lie 
asked mhetJier lie mishes the amount |o be lepaid to liinnelt nr miiittei!, 
acioidiiig^ to his original iidentioin to ih* pa^ce. In the foinmi 
the }histiiiiiste!4b‘iieia] should oidei the amount imliidifig forttiiiissiOBi 
to lie lefiiiided; in t!ie latte! case the commH^^ion ml! be letaiaed by 
the Post Office. 
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INTJ STIGATIO^^. 


[223-25 


Hj In ca^es iilieie a ^^loug paynieiit of an ordinary or telegrapliie 
money order iia'^ been made in consequence of a deception having been 
practised upon the leniitter by a person who personated the real payee, 
the Olliers of the Director-Geneial should lie obtained before any refund 
is made* The Postmaster-General may, however, sanction refund in 
such cases without reference to the Director-General, np to the amount 
riliiiii he can write-off. The amount sanctioned should be adjristed 
in the accounts by a write-off if not recoveied from tlie paity to blame. 

Noir.—Tins paragraph does not apply m the case of wrong pavment by Foreign 
Postal Adniiiiistiations of money oulers I'^siied in India, ^ in respect of the 

Indian Post Ofhce is exempted bj" fioni all responsibility. 

(4) In cases of the kind leferred to in paragraphs (1) and (2) where 
a repeat or statement is required to be submitted to the Director-General 
under rule 176 (1), the Postmaster-General should mention particular^ 
of any refunds that may have been ordered by him, while in cases 
of the kind reterred to m paragiaph (3), he should make his recom¬ 
mendation as to whether a refund should be gianted or report whether 
the claim has been rejected. 

(5) Any stuns refunded to private persons before the recovery or 
adjustment of the amount of the loss should be paid from the cash 
collections of the oiSice which makes the pavmeni, and the items should 
be showm in the accounts of tbe head office as advances leeoveiable 
until the final order of adjustment is received. 

MiXOE lEEEGtrLAniTIES. 

221, Article missent, overcartecl, misdeliveiyeil or delayed*— 1 ) 
Although cases in which articles, specially unregistered aiticles, are 
accidentally missent, overcarried, misdelivered, or delayed during trans¬ 
mission by post, are not serious in themselves, the frequent commission 
of such irregularities in any particular office or section or hy any parti¬ 
cular official should be view^ed seriously, Tf the official in fault deserves 
punishment, he should be punished depaitmeiitallv, unless it be |)rtoed 
that an article entrusted to the Post OBne was jnlfa'lh/ clelaAeil, missent, 
overcarried or misdeliveied, in which ease the oiders ot the Head of 
the Circle should be obtained. 

( 2 ) 111 dealing with cases of aiticle'^ that have been delayed, the 
Siiperiiiteiideiit should first asceitaui that the detention was not diiq 
to misfoiinection of trains or oiher unavuidable cansen. 

Cmm of article to be obtained.—When a complaint is received 
from the public regaiding the missending or misdelivery or delay in the 
traiisiiiisssiofi ol an uiiiegistered article, the complamant should be 
asked tor the cover of the article. If the cover is oblaiiied, it will often 
be possilde to asceitaiu from the impressions of the date-stamps where 
the delay took place, or the mistake in missending, overrairiage or 
misdelivery oecurrech If the cover cannot be produced, no enquiry can 
be made, and the complainant slmuld be informed acrordiiigly. 
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CHAPTEE. 4- 

TIAXS'MISSIOJ OF MAILS UI^D'EE TEE WEKHIME^iT 

SYSTEM. 

A.IE—In these rvles. the ej-pfession. despatehnn^ wmimb- 

nhu^er hp whmn the mails are ■ made over to the Haibrn^: imd the^ 
evpressifu} *' feeetv'ing rjffieer 'I meanB the 'off.cer hii whom the nuuls 
are reetieed froni the limlwa/p. The reeehinfj 'and the de^mfehinp off,* 
eer fnap he^ in the cme of a -post office^ the postmaster or a rierk^ or 
a jaail peon 'of the office: and in the case of the iO Jf. a meter^ 
mnil agenE or mail (fmmL 

Geneeal. 

22a. ^DeinltloE 0f wellhmeBt system.—Tlie 'weiirhnieBt systeni is tke 
system in force 0!i State Hallways aiol otfier Ilailways. to wliicli State 
Eailway niles apply, under wlrirsh closed hags fmaiL parcel, packet, or 
transit), witliont limit of weight, are coB'veYecl in luggage vans in the' 
ciistcxly of railway guards. Mails bo C3ari‘ie(i. are cliargecl for, accortling 
tci^ weight, _at rate of 1 | pies per manne! .per iiiile, Huhjeffc to a 
miEimiim cdiarge for eaeh. despatch, as for ■! inatiiic!, 11,0 .resern’oil aC'COiii^ 
mcMlatio,!! hei..iig provided.- Payiiient for a regular daily service i.s mafia 
half-yearly; payHie,i::it for oeeasi-f>n.al. daspate'hes is iiiiicle iiioiitlily, O'li 
p:rese.iitat,ioii of hills stipported by vouchers, 

C:as 6 s In which the wellhmMit sfstem. :iii.af h# ( 1 ) The 

obje-ct 'Of t,ha w.ei.g'hment -system is to provide a r-egular 'daily excliaiigo 
of "mails between offices sensed by-iiiii^Biportant. raiLvay Hues'or, wliere 
the mails are light, or between. ofSee.B situated at stations at which the 
Hiai,! trains do not stop, or wbe.re it may be c-ofisi,cIered (les'irable to- have 
an acidificiniil despatch by a train, other iha.n tfie one conveying' the 
regulai’ nuiii. The waiighment system may also be tisecl for the trans™ 
lB.i 8 sioi:i 'Crf mails' bet'ween IL M, S. sections,, or between B. M. R. mail 
offices, ' 0 .r lietwee'ii. post offices,, or .between sections, 'mail nfficeB, ami 
post offices, 'wb.'e','o.eve? local cire-ii'm.stances may rei,ifle.r tliis cmirse clesir-' 
able o.r mcemnrj. 

( 2 ) Every proposition for the exchange o-f mai.l.s as a r'egiila.r daily 
service by the 'W'eiglvmei'it system/sho'iild be carefiilly' coiisidered by 
the 'Head of the Circle with reference to the' iinport'anee of the'mails, 
the :i;ii..m,l>er' of .articles to be benefited, and the cost of the lies'pateli 
inder rule 226.. If the proposition ccmcenis 'a section or mail office or a 
p-o-§t 0'ffi.ce i',n a.ii.otlier Circle, the consent of the Hcmcl of tire other Ci.rclt 
-shcmlfl 'first be obtained. 

' I,.—Wken there 'is a double service-(«) ia charge of sorters or of a mail 
mmii ami, (h)' tinder the welghment isyatom, cash an,c'l insured articles of the 
fetter and |3,arf‘'el .mails'shcmlcl he- despatched e^sdiisiTelv tlircnigli ihm ftirmer servfci^ 
.Aefoimt l.ui.gs an,cl ' branch office' bags shonid also Im si„milar!;y thwpfrhlied; hut 
nhen if ?-*? kneatn t-liat these bags do not contain cfish, |Kwtage st-atiifis or Britiih 
postal orc'lers, thcr may Im sent’imder the weighment- system enclosed in miiil or 
transitVkigsf'jf this coiirse is found .adv$m.tageou.g.. 
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228. Welgtimeiit system as a regulai^ senice not to be introdieed 
without refereice to Deputy Postmaster-GenemL —As Deputy Postmasters 
(ieiieral aie alone authorised to addiess the Railway authorities regard¬ 
ing the introduction of the weighmeut system as a regular sermce 
oii State Railways or Railways to which State Railway rules for accom- 
moflatiou apply, the Postmaster-General must communicate on the 
subject with the Bepiity Postmaster-General eoncernedy and furnish 
him, in respect of each bug to be despatched, with Ml particulars on 
the followina points, r/:., (n) the office of despatch, {h) the railw'a\j 
station from which the bag uill be despaiched, (c) the office of destina¬ 
tion, if]} the railway station at whi(*h the bag \ull be delivered, [e) the 
lailuay designation oi the train by which the bag will be conveyed, 
and (/') the piobable approximate weight of the bag. The Deputy 
Postinastei-Geiieral will address the authorities of the Raihvay con¬ 
cerned, iiieiitioniiig the date from which the bag will be despatched, 
and vill lorvaid a copy ot his letter to the Postmaster-General and 
Superintendent, E. M. S. All coiiespondenee vith the Railway 
authorities about irregular iiies in connection with the weighment system 
as a regular service will also be conducted through the R. M. S. 

Norr.—-This inle does tiot apply to cases in which the administration of the 
H. jM. R. is entire!V in the hands'of the Postinastei-Geneiai. 

229. Definition of occasional despatches.—The cvstem luiowii as 
occasional (Je^paf'ches is the system in force on State Railways and other 
Railways to which State Railway rules apply under wffiich the Post 
Office is empowered to forward mails by any train, even though such 
train may not oiTlinarily be employed for the conveyance of mails. 
The provisions of rule 226 apply to these despatches. The rveight 
of an occasional des^jafch is also restricted to five maunds and the 
iiiinimimr payment for each despatch is six annas. 

280, Cases In which the system of oooasloml d^patcdiea no^ be 
adopted.-—(1) The object of this system is to obviate the delay to which 
mails may sometimes be subjected, owing to misrounectlon ot trains 
or to the unusual bulk of the bags on a particular occasion or other 
unforeseen <*auses. The Postmaster-General wull cHuiiiiiiinicate to the 
Deputy Postmaster-General the names of the post offi(‘es authorised 
by him to clespateli mails under thi« system. Onlv large offices situated 
at junctiofi stations where theie are no mail offices should ordinarily 
be so authorised. Officers of the R. if. R. may make use of this system 
whenever necessary. 

J2) Closed parcel maiD (not including insured bags which imcler 
existing rules may not be sent by the weighment system) should be 
booked ancl^ forwarded through tfie Raikay in the *brake-van in all 
cases in wffiich it may be found economical to do this. On State Rail- 
W'aya and Raihvays to which State Railway rules apply, this should 
be done under the system of oecasioiml despatidies, ami on other Rail¬ 
ways the parr»el bags should be lamked as luggage or in any other way 
which is found to. be safe and economical. 
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Despatch rKDEit wthhimeni ^\mem a» a iruiii-iif ^ihvhl* 

23L Prappalloa of for despateh.—\\'bn aif^ to In* loi- 

waiilf‘cl under iLp ihe d? office 

bepiiiate tlie lia|*?s iiitu--- 

a) to lie tuiuaided ju Don'll! aid 

(6j tliOie ti> lie iles|Mti bed Inese. 

All bags acldreh^eil to the noiho cdhte oi HOfiion ur lo be delmoed al 
tlip same Eailway slatiun will eoine under heud uxi, uticl all otheis uiidw 
bead (6). The foinier should be m a ^^ihi ti4ii*-4 l»ac ot 

Ruitabla size in «t iiaail list, |iie|k»ied n ’be ii^tad iiiaiiiiei, sboiiid 

also be placed. mail list is in the ease oi bags liespatelied 

looMo Eaek tiansit bag and eiu It !»ag <b "paO bed loose should l>e labelled 
witli a weigliineiit systeiu label. 

232* Entries to fee made la midl list- The liiui.»* office Hlnmid 

prepare a mail list addressed to the station loastei, detiiiliiig mi the list 
all tbe bags i^due and tmusmill to be tcui^iirded. 

233* Transfei* of ba|ft to station mister.— Tim mail lid,, tli the 
to be toi^uirded, ^bciiild be banded ovei to rite *»fatioii ruastei b\ the 
despatching oflker, and the latter should ice the bags eoiiuted iit bi«i 
o'wn presence. After all the baa^s Imvi been examined and < locked, 
lie should obiivin tlie ^taticm masteiA ‘^igiiaune on the ito of 

the mail list. 

234. Half-yearly weigfement of feailb.—H m* mads biincled ttvcr to the 
station i!iast<‘! on the 1st Manb and tim Kr Sejdcinber «4 imi b, \ojii 
iiitHt be deliveml hy u icspmmibie office! oi liitMlespati liitig otfite after 
tteigbmciii in the pieseime of the sialic n master, Tlic iiiaii list simiiid 
be prepared in tiifilicate hr menus oi I'ailMin paper on tliCM^ dales: and 
as eacli b/tg is ueighMl neigb? sboidd be !eu>ided on the h} the 
Haiiie jiioM*'’-, li a!i\ I ail <d the mail is robe -eiif b\ s|a‘cial riie-seiiger 
iiiidei iiile it should also be weighed, and ineliidcd iit the total 

neiglit on which the balt-yeruly ilntiim cabuilatisL After all the 
bagH luue been ’^’leigbed, the offieei deputetl by the Dost llilifc and tlie 
station tuasfer slmiild sign all the u^pie of the mail lists b\ the cat bon 
piofcsH* in attestntum oi the entiies. The otigiiiu! and duplicate cojiien 
lit the Tiiail lid sbonld ilieii be banded cnei* to the statioii iiiiistei iiiiil 
tiiplicate at owe ioiuaidcd to flic Hupeiiriteiideiit, II. M. H., ii 
eopv ot if being plaeeil on leec^rd. The ‘^jfafiort imislei i^ill keep one 
oi !iis copies as iht* Eailway lectad, uml semi the other lo ilie 
!Nil\ut\ Arwoiiiits IHficer to be attached as n vmicbci la l!ie bill mile 
iiiiiite! to t!i«^ Dcpulv Postmastcidtoueial or ilm Postwastor^Qitierti 
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coaceriiecl. If the voucliers are in order, the latter officer should accept 
the charges supported by them as final. 

By responsible officer ” in this rule is meant, in the case of a post 
office, tlie postmaster or a clerk, and m the case of the R. M, S., a sorter, mail 
agent, or mail guard. Where a post office is s6 far away from the Railway 
station that the postmaster or clerk cannot be present at the Railway station 
on the weighment days, the Snpermtendent of the postal division will depute an 
inspector or some othei competent officer to be present daring the weighment of the 
bags. 

235. Bespaiteh of mails containlug valuables to and from offices or 
sections served solely by weighment system.— (1) Whenever any mail ox 
mails for a despatch made by Railvay from or to an office or section 
served only by the weighment system are known to include insured 
articles or casn or both of a higher aggregate value than Rs. lOU, the 
mail or mails should be sent in the custody of a special messenger (who 
may be a postman, oveiseer, or other official) to the station to which 
they would, in the oidiiiary course, have been con\eyed undei the 
weighment system. On such occasions the usual mail list, duly stamped 
and signed, should be made over by the despatching officer to the 
station master, the words no mail ” being entered on the list when 
there are no bags for despatch except those sent by the special mes¬ 
senger. A second mail list should be prepared addressed to the 
jnessenger, detailing all the bags (due and unusual) to be given to him, 
and this mail list, with the bags to be sent in his custody, should be 
made over to the messenger, who should grant a receipt for them on 
the duplicate of the list. On reaching the station where the bags are 
to be delivered, the messenger should hand them over, with the mail 
list brouglit by him, to the leceiving officer, and should require the 
latter to eoiiiii the bags and receipt the mail list in his (the messenger's) 
presence. The iiiessenc*er should leturn to Ids headquarters by the 
next train. 

(2) Heads of Circles will deteimiiie, reg-ards each offit^e oi si=^crio!i 
under their control affected by this uile. the official to be employed 
messenger in the contingency mentioned above. 


IrCEIPT WEIGHMENT SYSTEM AS A nEGHLAE SERVICE. 

236 . Keoeipt of malls from station master----The receiving officer to 
whom the mails are to be mode over by the Railway, should be present 
mi the Railway platform on arrival of the train which he is required 
to meet. On arrival of the train he should take over from the station 
master the mails despatched under the weighment system which have 
been brought by the train, and he should, after counting and examining 
the hags in the station masterbs presence, grant a receipt for them on 
the railway way-bill. In the event of a bag having a damaged seal, 
m being hi a torn or otherwise suspicious condition, it should be opened 
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iMiii.e^liately liy the lef^iuiig oftirer in tlio pje^eiee of ilii^ «tEtif>i* 
toaytei. The loiiteuN should bo o\aiiuiioii iim] noted in a a leiuaik 
Ijeiiin’ ijoKle as tci whether aii\thiiiir and the ii4 dioalt! 

thm !ji‘ ^iirnecl by both the lec'iHving offieer and the ^taliiiii ixiBiter* 


riESPAiiM! rxBiF s^snnoi tHrt^io\u ih i r iii s» 

237« PPepmtlon of ha^s for desptch.—fiai!- tie tt f,** fut- 
wftnlecl as oeeasionai despatehes, tlie de^pateliiL$r offife «Iioiild sepiiiafe 
the bags info¬ 
rm) those to lie eiiolosed in iiansit and 

hj tho^e to be for^tarded loo-^e. 

All bags iriteided tor the same* <dtite «o seiiion oi to he ilelneied at 
the saiiie Hiiilway station will eoiue nndei head ki), and all others imiier 
head (h). The foiiiier should lie ei elosed in a liyhf tiaiisit Inig of 
suitable si^e^ and a niail list detailing the bagv shendd 1»‘ phieed in the 
transit bag. The latiei should be entered in a mail lid wlinii shoiibl 
be iii4t*fied tc? i!i«" iieek of eaob bag sent baise. In o\ei\ east* the 
tolhnuiig note shiniUl be leemded on the re\ei^e cd bolli rsijdin ol the 
mail {number) Inigs for\^iuded as oioadonai desjmtehes owing 

to ^f^rphnaikm of the mn^e rlncli necesstiated th^ huffi being smt GUt 
of the legiilfir eoii^^fY\ Kaeh trarNit hag and eacdi bag despatched 
%me should be lubelled with a weighmerit system label. These latdes 
will be supplied by the Deputy PciStiBasterdientna! to all post offices^ 
wail otfiees and sections auihoiisod t«» me the v^stem of ouMsional 
(lespatelies. 

238.» EaWes to he mMe In requisitloE.—The despatehing otlieo sliauld 
prepaie a ie(|iiisitio!i on the station rnahter t# forward tlie bag to be 
^eiit as oMMvioihil despatehe^, in which should be sjieeiiietl the iiiiin 
by uliieli the mails aie to l>e eouMwed, details being gi\en mi the rmeKse 
of t!ie form forigimi! and diipHeatel of all the hags to be formiirdecL 
The reniiLsition sfimild he signed hy a lesporisilde oflieer (see Note to 
rule 2f14l of the slespatcdiing office and impressed with the name-stamp 
tifid dute-staiiip. 

\Oji|. —llsf* loniiS <1| will he sii|>oia*d the Deputy PoKtiimster- 

Itfiicral m all offkcH siiitlioriMal to de-ifatki iiniiK under the s^ste!ii. of tvcasional 
Ii spatdies, 

2S'§. Monthly list rf wqiilslttons. A nmuthh «d requisitioiis Khoiilcl 
be maintained by the despatching office, and the entries in it slniild 
be filled up at Hie time the lequiutions are pitqmred. AH iH|iiisitkiii^ 
slifuild be luiiiibered in a conseeuti\e seiies, the Nos. being talei from 
the iiiciiiihly list. A iiosh seiies oi Nos. bhmdd be cotomeBced at t-fie 
lieifiiiiiiiig of eiicli month. 

2111. Dellwery of ba^s to station master.- Tin* ei’iibial |»art of the re- 
f >{iv!|iofi, uifli the lo ht* b maided, ^lioiild be liaiidecl orer to the 
sCat on nur'-ter bv a ie'jee-ilde oil cei -ee Nute to rule 234) who 
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siloiild see tlie bags counted and weighed in his own presence. As 
each hag is weighed, he should note its weight on the duplicate of the 
requisition. Aftei all the bags have been weighed, he should check 
those weights witli those lecorded hj the station master in the original 
requisition, and, if the entries agree, obtain the station master’s signa- 
tuie on the duplicate of the requisition. 

2il. Intimation to be given by teie^ph to raceivii^ office*—When- 
evei mails aie foiwaided as occasional despatches, the despatching office 
should intimate the fact bv telegraph to each receiving office concerned, 
so as to ensure a leceiving officer being piesent on the Eailway platform 
to take deliverv of the mails. The telegiam should be framed in accord¬ 
ance with the code message given in the Telegraphic Message Code^ 
and should be classed either “P ’’ or XP according as circum¬ 
stances may require, in order to ensure the delivery of telegram at 
destination before the ariival of tlie mails. 

242, Submission of monthly list and requisitions to Superintendent.— 
On ihe 1st of each month, the monthly list of requisitions (which is 
supplied in loose sheets) 4ioiiM he foruaided in original to the Supeiin- 
temlent, R. M. S., accompanied by the duplicates of all requisitions 
issued up to the last day of the pievious month. If no requisitions 
have been issued, a blank list should be sent on the prescribed date 
with I he woid ” wiitten acioss it. 


Reccipi uisder system of occasional despatches. 

213. Receipt of mails from station master.—The leceiving officer sliould 
be piesent on the Railway plalfoiTii on the arrival of the train which he 
is lequired to meet. On at rival of the tiain, he should take over from 
ihtr station master the mails leceived as occasional despatches, and, aftei 
fomitiiig and examining the bags in th*^ station master’s presence, giant 
a leeeipt for them on the tail way way-bill. 
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ElILES'.FOB TH.E EXCHANGE OF ABTICLIS BETWEEN mPBIlfAfi FOBT 
OFFICES' AN6 post OFFICES IN INMAN STATES WITH WlilCI! 
POSTAL CONTENTIONS HATE BEEN CONGLHDEI), 


PART I. 

Rules for' t.he guidance of Imfeeial po-sI offices on'cluihsci R, M. S, sict»h»> 

PLACED IN CO.¥MUNIC:ATiON WIfE- FOSt OFFICES IN INDIAN STATE'S. 


BeSPATCH Of MAIM. 


1. Artioiw tftat ean bt forwartml.—Im'peniil post offices ar# aiitiiorisccl 
wad to post offices in Indian 'States' witli -wliicli tliej ate placed ia coaiimmica- 
tiottj t'lie followi'Bg classes of articles, Fiai,.:--•„ 

(a)'.IlfirtgisloFod ' articles of tbe letter mail, paid and 'lapaici, witlwii'l 
. . V .. separation,, in a bundle. 

(?)) Uninsured registered articles of the letter mal'l, (incl'iidiag 
(c) 'Uninsitrecl parcels (registered,' 'iiBregiitered 'and 

lxepaWN.“-“'For 0 'ifn cm 'whie'h postage is dm mmt iii'W«Tys be $mt 

't!m)iigli the'Iii!|Mndal (Bee rule *2-3,.) 

2, Daily ixciititge of wall bagi.—A ^ 'mail bag must be esclmnged cklly vllk 
the p'ost office iii ^JJie Indian State 'witli whieb ^tl'so imporiai rawl office in In 
coiiiirii'iitici'it'io'fL T'lte mail bag will contain artirles of the flushes iiientionecl 
HI niie L 

3. yninsiifiil rtgistorid artielos of - tb® lotttr tlitr© ire mf nn- 

irisiinMl registered artieks of-the ktfcar mail (inclndmg r.^p,) 'lor clespateh" to tb# 
fiitliaii State posi office, they should 'be'treated in the mme. 'way as other registe'red 
articles posted in the office or receired in sorting, m tlie* ease itia'y 'be. Tlie 
articles shmiki be entered in a registered list for the liidiai! State |K»t oflce; 
they shcMilfI thon fH‘ tied in a bundie, Avith. tlse registered list on 'lop'enclosed-ifi 
& registiU'ed bag, aiii! tlieii placed in the mail bag. A registered I'lst sliotild It- 
clespjiiciied ilaily^'to the JiKiian ■ State. P'Ost office whether tliere are any registeriKl 
articles to be ehterecl in it or not. 

4, UnintUM-i paroais,—If there ara any iininsnml 'regktered parcels (inclinlitig 
for despatch to the Indian^ State post offiw, they should he treated pu the 

same'' 'wmy as other 'iiiiinsiired registered parcels posted in the oUk'o or r4ifeiy«d ill 
so'rtiiig. as the case may he. The p-areeis should entered iii a parfeHiRfc for tli© 
I'EcliaiTState jM)st office i they should then he pkeed, with the pa reel list to wliirli 
tile ac'kiiowiecigments (If any) should' he attached, in the mail bag. A parcel list 
sluTHid be prepared every day for each post office, mail office, or .section iuik*rcd 
in the sorting list, whether there are jjarcel mail artic'ks for dcspatcli or not, II 
on any day there are 'iio parcel mail articles for despatch with a pared^ lj*i, tlie Mank 
list to Im sent sho'tikl be d'uiy ■ stamped ami signed, and the Avord ** slioiiM |© 
writ’ten in the places for to'fcals. , If there are any unregistoretl pari.Atw ior uesipatcli, 
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they should treated in the same way as other unregistered parcels posted in 
the office, or received in sorting, as the case may be. 

Mote 1.— If a registered parcel on which any charge is due is received for 
transmission to an Indian State post office, the parcel should be forwarded to the 
Imperial office of exchange. 

Mote 2.— Redirection fees on parcels are retained by the Administration which 
collects them. Redirected parcels should, therefore, be disposed of like other 
parcels. 

C Sirtifig list,—A sorting list will be supplied to every Imperial post office 
in comimmication with post offices in Indian States and will show the manner 
in which articles intended for delivery from the latter offices, should be forwarded. 


Receipt of mails. 


6. Articles that can he receiyed.—lmpeiial post offices will receive irom Indian 
State post offices articles of the classes mentioned in rule 1 enclosed in a mail 
bag, the registered articles of the Jetter mail and parcels being entered respectively 
in a registered list and a paicel list, and accompanied by acknowledgments, if any. 

7. Oisposal of ©OTitents ©f mail hag.—^The contents of the mail bag should 
be ^stamped with the ^ date-stamp, and disposed of in the usual course. The 
registered and parcel lists should then be placed on record. 


MlSCnLLlNi^OUS BOLES. 

b. Receipts for mail bags exchanged,—^Whenever a mail bag is made over 
to, or received from, any responsiWe official ot an Indian State, a receipt tor 
it must always be taken or given in a book. Receipts need not be exchanged 
with runners. 

9. Money orders and insured articles,—^Thc imperial post offices referred to in 
these rules are not aiithori*ed to send money orders and insured articles to any 
post office in an Indian State; but if a money order is issued for payment in an 
Indian State, or if an insured article is posted for delivery from any post office 
in an Indian State, such money order or insured article should be treated as if 
intended for payment or delivery by the Imperial office of exchange. 

10, Action on irregiiiarities noticed.—Ef any article entered m a registered 

or parcel list is not received or if any .such cUticle is leieivecl damaged or bearing 
signs ot having been tampeied with or li any other iriegularitj is observed, 
immediate notice should bo given to the Imperial office of exchange and action 
fciiouM be taken in accordance with the rules of the and Telcgraphs^ Manual 

on the subject so far as circumstances permit. If the irregularity is a serious one, 
it should be reported by telegraph, if possible, also to the Postmaster-OeneraL 


PART II. 

Rules foe thi guidance of Impekial ormEs of exchange in dealing with 

Indian State post offices, 

MJi.—Offices of exchange should carefully studj? the conventions with the States 
concerned and the Betailw Regulations for carrying them out. 


Qbneeal. 

11. Ap|»lloall 0 fi of preotding riilts.—Rules 1 to 8 are applicable also to the 
faiiwial office of ©xchange, except that pai^cels for the Indian State office of 
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exchange shoiilu be fcrwanleci m c4 pmel bag^ the liMul Inig fmiig li^nl ter tiis 
imrfir^ve only 'lUieii the mniiber oi paitv} mu! arheles to be cic'-fnctrlied jt 


IXbUKEO AH1Un®S. 


12 . Insurecl articles fer delivery in an Indian State.-—Insured let teas and 

partels posted in Britisli India for deluery ni nis Indian Htate wii^t lum tliiougli 
the Imperial office of exchange, v\here they should be treated like other iiiMired 
articles posted in the office or received in Miriing, except that ^in the aw of 
iiismed fetters recened in sorting, the insured einelopcs, wliicli tiill he ar1dresg#d 
to the postmaster of the Impoual office oi t^xchange slmuld be opened awl tlieir 
contents should after the usual check he endowed afiesli in insured eiiYelopei 
addressed to the postmaster of the Indian ^tate offiie of exdiange. 

13 . insured articles posted in art indiati States.— lasiired articles, ponied «i 

an Indian State lor delivery m BiitLdi India, mtwt pas*! tliioiigli the Imperial 
office of exchange Thn ‘^ull he lecnved lr<m the Indian oflue ni eialnrigc, 

entoied if! the legwleied or parcel list, and aecompanied by aikwmledKiiitnth to 
he signed hy the aildres^H^*^. 'The mailed niiuK should Im-‘ tieaUa! as if ratiifd 
in sorting, 'except that the Insmed enitdopo^, ui the case of ijisined kitirs, fclioiilil 
he opened and their conteits shoidd aitt^r the n iial check bo entloM4M afriali in 
#n?elop#B addfeswd to the offices of chliveiy. 

NorF.- fiiRiiied himdles ma> he exeffianga! tiheu piesnhcd latli the ccum lit of 
the Stite Posted Authorities, 


Mom i oi w Hs, 


Uuimud tnd^s. 

II iiofiey orders drawn on an indmn State.-- \ll tiiuney orders iin* lulling 
1 I laailtle in an Imuaii isiai. wdi be lo uad lo the Imperial ofkeol exf 
lioiii Ihe Impeiia! otiwe ot i site. Partuulai^ n\ ihm^ orders tincludnig ilitmj 
issued hv the Impellal office oi evthaiige it elff should ho eiitemi in the mitwarci 
Iwt oi moms ordeis a. iveil hi separate lists and |ournak of irioney ordew paid. 
The ordeis slimild he impnased uith the stamp ' Paid m (mme of Mdum htatf) 

111 red ink. Ttie oMong mmuy order ^Unip and loom! mmuy order stamp MioiiM 
ako ho impu'^sed in tiw proi-or placo'. 'iho Xo and d.vtn of <',uh nionoy oidor 
proeodod by the iiaiiio ot tlio othiooi isMio ho«*nt 'n>cl in ink on tho P«rUnr» 

of tSw inouoy ordor form that u sout to Uu Indian Stalo oflifo oi oxihaiiRO, thusj 
° Ai Voro ow ditod Ulth .Tmio Ift'iJ ”. TIio words •* spocifmd on tho reyeiTo " 
in the entry Received the sum -^peiihed on the i«i\eiHO at the top of the iceupi 
portion of tho money order ton., d.onld Mored out, .ind the wtua! imonidjit 
the umnoy order >dionld ho wrilieii lU ink m words and figures m their plate. 
The reeeipts and acknowledguieuts, together with the eoupon (or 
in+in atioi s in the case ot v.-ji. money ouhrs) ah()uld then he ent off from the 
money Mcfors The money orders should be put aside for.subsetjuent dyspnteh to 
toriUit Office the list ot money orders paid mentioned ,n rule 2i. 
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15, Outward lists of money orders.—^The outward lists should be nmiiibered 
Ie a toiiseciitive series comnieucing from the 1st of each mouth aud should he 
prepared in triplicate by means of: carbonlo paper. Ail the copies of the outward 
list* With the coupons and the receipts and acknowledgments (or receipts and 
intimations) enclosed in m enTelope, should be fonyarded to the Indian State 
office of exchange entered in the registered list,^ The receipt of the registration 
clerk should be taken in a separate leceipt book in the following form: — 

Received outwaid list No, , in triplicate with an envelope,’’ 

The list with the envelope should be sent to the Indian State ^office of exchange 
tied with til6 regisiered list. The receipt bo 3k will serve as an index of the serial 
Nos* of tlie outuard lista sent to the Indian State office of exchange. 

(2) The postmaster of the Imperial office of exchange will be peisonaliy respon¬ 
sible for checking the outwaid list with the money orders entered therein. He 
must also verify the total of the list, and follow the procedure laid down ia the 
rules regarding the exaiiiination of money oiders by postmasters. When the 
duplicate outward list duly signed bv the postmaster of the Indian State office of 
exchange is received hack, the total of the list should be entered in the money 
order account (on the roveist* of the account-current) and the list should be filed. 
The date on which the list is uneuod b.mk should be noted on it. 

Exception ard lists ma.’^ be prepared m duplicate in the case of Chamba, 
Jhiad and Nabha States. 

16 Disposal ©f receipts and acknowledgments.—The Indian State office of 
exchange ml! tile the icteipis signed by the payees.^ The acknowledgments will be 
forwaided by the Indian State offices oi pri^ment direct to the Imperial offices of 
issue for defiverv to the jemitteis 


Inaanl money orders. 


17 Money orders received from an Indian State.—Ail nione\ ouler^ (iiiclmling 
V-p ) nsiied in an Inrliaii^Slafc will be nitned b\ the TmiKual office^ ot cMhange 
iioiii the liichun State office of exchange, llic oidets uill be signed by the post¬ 
master of the Indian State ^office oi exchange and the naine-««tawp of the Indian 
State office of issue will be Impressed on the acknowledgment^. The Indian State 
office of exchange will note its No. on the receipt and acknowledgment poitions 
of each money order, but the No. on the iiione^ order proper will be left blank to 
be entered by the Imperial office oi evhange The money orders will be received 
onteied in inward lists which will bo uumbeit^d m a consecutive series commencing 
irom the 1st of each month .and will be prepaied m duplicate. Both copies of the 
list slimild be signed by the postmaster o! tk Imperial office oi exchange which 
slimiM retain the ongitial and leturn the duplicate by first mail to the Indian 
State office of exchange, 

18. Disposal of ttwnoy orders.—(!) The money orders received from the Indian 
Btate office of exchange should bo tieated by the Imperial office of exchange as 
though the latter wore tiie head office of iswue, except that the? should be entered 
in a wpQmtf li&t and jouuial oi wonev orders issued and numbered in a separate 
uad that no commissum aumid be skwn m the list and journal The daily 
totiil of tins journal should not bo transferred to the cash account, but should b© 
oniereii in im woiiey older nccoimt on the leverse of the account-current. The 
itaiiip ** Iisiifd m of Indmn State) ” should be imprewcl in red ink cm the 
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mofii v oidf IS ahf>\i tlu» Bigiiatiiie of issuing i)o<-tnta"sief. Tbe irniiiid list sfioail 
tben be filed. 

(2) The po^tinastei of i!io Inipwial office oi exdiantfo mill bi* far^onslly res|K)ii* 
siblo for fliockiiig the iiuiaid list uitli ihe mom> oiilois s'tNouerL lie mitst also 
veiif\ the loial of the list with the total of,the seimrato Moiinal of laonev orders 
issued, and follow ilie pmediiie laid down m t|j 4sidiiaf\ ink- lec^aidiiig the 
©siaitiination of mone\ orders hy postmasters, 

r^ori* —The stamp leferred to i,ii iliis rule should a]w*a\s mnmn under Icrk and 
key in the personal en^torlc of the piJstmaster who should he tery r 'lu fill to see that 
it IS impressed on money oidei^ in hi^ prfscntf. 


rnchuiuHl and rejuud money oran 


in. Unciaiiiitfif aim rafwstsl moiief oriJars issued in an Incllaii Statft.*—If « 
money orrlor issued hy an Indian Biate eannnt he paid in Bfitwh India, it wil! he 
treated under the rules goTeming the disposal of UBolalmed and leliwtl incww,^ 
orders hy Imperial post offices of payment, and reiumed to the Imperial offie© of 
exchange which should iiirlodi it m the next outward lisl in the same way ns tiiv 
other liioiwy order payable m the Indian State, writing the wcud'j Uiyhmul tor 
Mefnmi) repayable to remittar ” In the column Cor remarks m the Int, 

20 , lliiiiiaiiiiocl and rtfwiid itw^y #rilart Issutil hy Iwpirial post 
If a mt>mf crrdtr iseiitd hf m Imperial pst office* cannot Iw paid in an liamn 
Stmto, it will be returned m original io iha lm|Hiiial offin ol e\uwii|j* pw^twi to 
flit comsponding pari of a fresh money order for payramit to the remittor. Tlie 
iiioney orricr will ho treated in all icBperti^ like <uio issued hy the Indian Shite, ri 
'fso, being iif^^igned tfj it in ponciL The amount of the money minv will lie iujt«»r« 
in the inward list under a separate group and the worcK “ Undektt^ahh, Issmd 
in Itm 0* (or re/uvdl o/ mojifv orch-f 

Wo date will be writtcm acrci%,s tiie paitiHiais of 

* the nionev order in red ink. The Imperi.nl office oC exchange should, treiit tli« 
flesh mo.iioT order in ilio same w’-ay m other money onleis issued m tlio liiclian 
SI iie blit flic fresh order should be Issued in the name of the original roiiiitter iinct 
J, t n I u, jfih tn li*m end the ongfual «dfice of i shmiM be riioiiii nh flic 
I’ u I 1 < I f 


\oii< - It *i fyoiuH oidn ismuhI by an liupeiial post is tuH^eni to J|’ 

fa h» ii'diH*rti‘d by, «« Indian htaic the pronrinie la,id down m ilm nik* HltoiiW be 
bTkHMd f’fopt tint the ongimd office of pii\iiicnt hn the cuse of missoiit 
uiiU *U !♦ 4 I'M fl olfiH* of pi^'iiiunt fin tin sum ol oidiu^ to h« luiiiitbdt slimiul tn 
dimi'i 0 t!^ nfliff of pium nr on ilu tndi ooIm oid rie woid ; i ii ftl u; 
'' leliiH.ed i ih f I t nun h le uhl be ub fitutul sor tin wmd niuLina(<i 


lit til i< » 


,1! \u itiu Mfo ihc pailiculai-of the ircdi mmuj oiilif 


Biihmlsnoh nf of money orden to Imld Offiet 

2i. List cif mufief orders paid.— *Ou the dates prew 11 bed i« [bo wdinao' 

UJI the submission of lists of monpy ordora fho wuarato list of nwnty order 
!i.ud jireparod under rule 14 should bo forwarded,wiUs the ^"<7 ^ ^'L^, 

Audit Offiro concerned in an arcount envolopo rewstered on PV 

“ Paid in (name of Indian Ufaie)” and tbe oblong money oulor st.imii hoiud be 

Ini pressed at the top of the list. 

0'^ List of monef oriiers issued,—On the dntes^ prcstrilwl in the ftrditiarj rules 

ior'tlie subim.sKM, ot hsfs ot mones orde.s issued, tl'.e ses.arato list of nmney order. 
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m 

issuedj prepared imder rule 18, should he forwarded to the Home Audit Office m 
all account envelope registered on service. The^stamp Issued in (name of hidian, 
StatB) should he impressed at the top of the list. 


ONP4ID FOREIGN ARTICLES. 


23, F®reigri letters on which postage, etc., is due.—«(1) Foreign letters and 
packets, intended for delivery in an Indian State, on which postage or any other 
charge is due, niii»t pass thiough the Imperial office of exchange which should send 
them to the Indian State office of exchange entered in the registered list. 

(2) When the amount due is on account of postage alone, it should be shown in 
the letter postage account as sent to the Indian State office of exchange until it is 
adjusted by recovery in cash from that office. 

(3) Articles on which customs duty is due should be sent to the Indian State 
office of exchange accompanied by duplicates of the assessment memos. When the 
necessary recovery is made in cash, the procedure laid clown in the rules on th© 
subject in the Posts and Teletjiaphs Manual^ Volume VI, should be follow’'ed. 

24. Foreign parcels m wHich postage, eto., is due.—d) Inw'ard foreign parcels 
on which postage, customs duty or any other charge is due, intended for delivery 
in an Indian State, will he treated in the fiist instance as station parcels for the 
Imperial offi,ce of exdiange. The latter office should ^ retain the original receipts 
received wuth the parcels and prepare duplicates which should be sent with th© 
parcels to the Indian State office ol exchange in the usual way, a note being entered 
m the parcel list as to the amount to be recovered. 

(2) When the amount due on a foieigu parcel is recovered in cash from the 
Indian State office of exchange, the sum should be converted by the Imperial 
office of exchange into postage stamps, which should then be affixed to the original 
receipt with which the parcel was received. The stamped receipts should be ©n* 
dorsod with the remark that the p«ircels were delivered in the Indian State and 
should be {imposed of in tba same way as those for similar parcels delivered by th© 
Iiiijierial office of exchange itself. 

Note. — If an inland parcel on w’hich any charge is due is received for trans¬ 
mission to an Indian State, it should he treated under this rule. 


Monthly account-current. 


25. Preparatmn of account-current.—On the 1st of each month, every Imperial 
office of exchange should prepare an account-current showing its money order 
tiansactions with the Indian State during the pieceding month. The money order 
account (on the reverse of the account-current) should be totalled after the entries 
have been cheeked with the outward and inward money order lists, and the monthly 
totals of both sides of the account should be transferred to the appropriate heads 
of the accouni-cuiTeiit, Both sides ot the ocioiiiit-current should then he totalled; 
the lesser total should b© deducted from the greater and a balance struck. A copy 
or th© account-current should he ioi warded to the principal Iniperiiil office of 
exchange (if the office preparing th© account-current is not itself th© principal 
ottice) in dttjiheate—one copy for use in that office and the^other copy for submission 
to the Audit Office—and a third copy should be sent to*the Indian State office of 
exchange. 
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26. Praparation al genarai aeaaiMit-oMrranl,—Tba office of exdiaiig® 

Situated nearest to the ^^apita! of tlio State i^ill foe the pnin ifiai oifi«e of 

and will receive from the other Imperial office^ of estlriiige tor tlw» Hinye IncliaE 
Statej copies of their monthly accoiiats'-ctirient. The pruiupiil office of esffiaiig# 
should amalgamate these accoants-eurront ivith its o^n yiicl prepare a general 
inoathh accoimt-current, the balance of which bo tim aiiioiijit payable by thi 
Iimpirml post office to the Indian State or by the Indian Slate to the fiiiperial |m«I 
offire. A fopj" of the geneia! atcoimt^enrrent should ho f uni idled, not lator than 
the oth of each month, to the principal .Indian State office >1 and a ropy 

slioiikl be submitted on the *^aTne date to the Audit Offifo toerctlioc wilh liuphrat# 
copies of the acconnts-eurrent reeeired from other offices of 

27. Paymeiit ©I baiawc© of general acoount-current^^^Tlio hidaiiCe of tie guieral 
montlilj actoimtocnrrent payable to the Indian State or tlw Iriifienid Pont Office, 
as the ease may be •will be paid withcmt delay by the piificipal olke of eichang# 
(Imperial or Indian BfcatoVin such manner as may be pie'^^iibed by the <liief pcmtal 
antboritiefe concerned The amount should then be shown in tin s<h*diile of un¬ 
classified payments or .schedule of unelas^^ihed leceipP ol toe liitpeiial^ olfhe of 
exchange under the head Paid to {mnif of) hi Imn State or “ Eeceiieil Iroia 
(nciwie of) Indian State as the case may he. If the amount i«s paid into the 
district treasury, the tranMution miinS not be passed through the treasury .unuitil 
of the Imperial office of exchange. 


Lihi of lonM-i, 


Outwmrd list of money orders. 
Accouiit-ciirrent. 

General aecoimt-curieiit 
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AcCOUNT-CUMLKT iOlt THE ^lONTH OF_ , li? 


Tie '^wpfrial Offur of llnhn^ge _ lo mn^vni villi __ „ „ „ 

m. Cm. 


j 

1 

i 

j 

1 

L Total amoiint of money orders i 
issued by tlic imferial Pobt ‘ 
during the month of i 

39 , as 1 er Outward money i 
order lists No* 1 to No. ^ 1 

- ♦ K a. F. 

K ja* F. 

1 

! i 

1 

[ 

1 

1 

1 

V A* f* 

1, Total amount of money ordcri 

Hhiied b> the State Post 
dunng the month of 
j 19 , as fer Inward money 
onier Iidsi No. 1 to No. , 

: ♦Ha* f. 

Xtedtid"—Amount of iin- 
dWiiremble funclaim 
ed, refused, redweeted 
md missent) money * 

ordew wluel were 
adfs»d IE Outward 
money order lists 

No* 1 to No. , 

1 

\ 

1 

IJ dmi~ Amountol un* 
deh'^erabte lunolaim- 
^ ®di, «5fw»d, rwliretfe¬ 
ed and nm*ent 
money order ^ lii liea 
otwhuh fresh mene? 
owlers were i^^iied diid 
aduitd in Inward 
mo!ie\ order iwU 

No i !<} No , 

1 drtUOi 1 


ill la me 

il. Half 1 ei cent* on the total aum 
lii moiie> oidt w isMUcni by the 
Im|«"i 2 al for imminent l>> 


2. Half 1 er ? enl on tht toUl urn 
of money ordeii wHuecI by 
: th« " State Po4 

the iii Pont, 

i 

! for pa vine lit llie Im|«iAl 

©xcludiog the m munt of un- 

i 

1 

1 1* si ,tieiudiini the amount of 

cte!i%e»bte money ordew de¬ 
ducted a bo so 


undeliverable money orciew 
dc duett (1 abo’ie j 

Special litiiiH 

1 

1 

3. Spcxul iteuH 

1 

Amount due iroiii the State Fo&t 

i 

Amount duo ficmi the I'liperia! 

to the lm| enal Post 


Post to the State Post 

1 

ToW Rg. {in uGfds) 

i 

I 1 

1 

Toted Ks, (in j 


* This tmouiH sluouM be posted both la this plaoe aail ia tto ad|oij»lng awaf’y c >lama. 
t TMfi amoaiit slioukl i» posted only in this place md iu tim ftdjtiliilog money tolama. 


Dtf/a/ W . Fu'fhvaHin 
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Monef) Oflef Acconnt with tlie^ 


State Post, 


OUTWARD MoCTr Orbee Lists. 


Total 

amount 

©fall 


Bate of ! 

each . 

Outward listNo/ orders 
money ■ i entered 

order list, i ; In each 

; : Outward 

' i list. 


Total amount of 
undeliverahlfi (uneiaim- 
refused, redirected 
and mlssent) money 
orders entered in 
each outward list. 


ijjwAEB Monet Oedes Lists. 


Date of 

each „ 

Inward List No. orders 


Total 
amount 
of all 
money 


money 
order list. 


entered 
In each 
Inward 
list. 


Total amount of uniell- 
veraWe (tindalmed, 
refused, redirected 
and missent) money 
orders entered In 
! each Inward Hat. 



E A,,p. 


E A, P. 



I' (fl) 1 

m 

Total E * 

1 CO ■ ; 

m ■ 

Total K 







Cfl) TWsMoiBt* pirn I Ft «ht. on the difference,between the amounts marked (a) aid (b) to be credited 
, to —«——--------State Post. 

(c| This amotiat, fim | per cent, qu tlie difference between tfie a,mounts marked (c) aid (d)' to be. credffcei 
■to til® Imperial l*08t, ■ ' 


Postmaster o/\ 
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GeMEIIAL ACCOLEVT-CrEi^ENT FOII THE :^rOKTH OF____• 

Tie Offiee of Emkmuje ........ aecouiii 

with ____ State. 

[To he used only by Principal Imperial Offices of ExcljangeJ 

Du. ’ ■ CiL 


1 E 

A. 

p. 


11 

{ 

A. 'F 
■ 

L Amount dne to- the State Post i 



1, Amonnt to the Iiii|.-erial Post 



Office 'm aeccnint of balanew ‘ 



on account of ba.lftnc« 


1 

of tte Mcownta-ciiirent, m ' ' 



of ' the accoanta'-onrreEt, m 



ebovn on fb© leverse...! ■ 



Bbown on tbe revme... 


j 

2. S|:««ial items In ailJnstiBettt of 



2. Special items In adjostiuciit of 


i 

errors in |ireTioiis (kmral ! 



errors in previous (/emnM 


1 

acwmtiKJtirreiit..—.-f 

' ■ ' [ ' ' 

.. 

I 

i 

i 


aecoontB-cnrrent,.: .... 


■| 

I 

i 

i 

1 

'! 

1 

; 1 

Kefe 1bala,Rce due Irom the State ! 

1 

1 

i 

1 

Xet balance due from Ibelmpetki 

! 

i 

■ 1 

: ■ " 1 

( 

1 ; 

1 

I 

[ 

? i 

I ' 

Post to the Imierial Post —..1 



Post to tbe- State Pott—. 



' Total K'iS* (in leonfo)-..... ■ 



Total Rs* (mw&ris) .'■--- 

i 

! 

I 


.,. 19 . Podmmter o/L.„.. 


dated 
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GeNLE\ 7, VOMjr OEDEll ACCOUNT WITH IIIL _SlAl’E POsT. 


Balance of the acooiint-ohbbebt. 


Xame of the Imperial Office of 
Exchange preparing the 
aecount-current. 


Due to the Imrerlal 
Post. 


! 


Due to the State 
Post. 




R 


A. P. 


! 

I 

I 


I 


Total 



(a) TMa amount should he credited to the Imperial Post on the obverse. 
ib) Thii amount should he credited to the State Post on the obverse. 

Pohtmazier of] __ _ „ 
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This index lias bspii compiled soisiy for tlir purpose of fissisfing mfwemm. Mo 
expression wsccl m it shoulil fee comiilered in im as infrrprfitipg tli« mi%$» 
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lelioB— 

Eiiftiiine*. to be m id< me s f f lil rl i 
Aecoiant bagW— 

lb uiiij; sio:ns fd dm ige oi ioiupfiii 
Ilf mition ot — 

Exp!in liion for short d<spitth or j n h t ^ ^ f ^ f ! I e I 
— m m 111 hiJ? 

Miiincr ir dcspatrliin:^ ■“ 
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Account office— 
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posting 
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Besponsibility for dispatch of — ’R'lth ngisttrtd irtich^ 

Stamping of — 
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Defacing of stamps alExed to — 
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Preparation of labelled bundles for Biira-Cairo — 

Pieparation of registeied bundles ind bigs foi Bisi C an 

A. orders— 

Definition of — 

Articles for nltimate return to sendeis— 

Disposal ot — • * 

Articles marked “ By Parcel Post — 

See “ By Parcel Post ” 

“‘SSi’S’-.*. c™ 

meiit system . . • • 

SlTtl^'Hefr^cLS loss of - sent by unregistered 

post . • " • • 

Articles without contents— 

Treatment of unregistered letter mai 


H7 

i\n 

m 


170, 21S 
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regi^tei^ '’iid parcel hag^ 


B 

Bag(s)— 

Bearing signs of damage or tampeiiiig tr missing .... 

Check against and explanation for of — not of prescribed 
description ..... 

Despatch of surplus dne — . 

Disposal of surplus unusual ~~ 

Examination and opening of—leceiTed 
Manner of labelling, closing and sealing — 
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Use of proper — .... 
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Beat— 

Definition of —“ . . . 
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Delacing of stamps on — 

Bombay foieigii— 
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Definition of — 
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b'patdi of (h(f or 


ifi weigh men I: sy'^tfui in 
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142 

120 

63 

161—166 

138 
130 

143 

139 
129 

91 

55 

107 

67 

10 

47 


96 

90 

196 

35 

7t 

73 

33 

227 
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h 


116 


c 
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